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ABSTRACT • ^ 

. presented are* guidelines for the methodology of 
inventory assessment and suggestions of the typ^ of scientific and 
technological /information and docuwentation facilities; to be included 
or omitted from the survey. T^ie technique of tracing and cforitacting , 
th^ selected facilities is presented ii^ tabular form. Examples of 
useful* by pfolMcts which can be^ ^nera ted from the ;&u?vey are/ 
suggested/ and techniques of keeping the ^njentory up-to-date ai;e 
discussed. Six appendices include a detailed questionnaire .for manual 
and machine processing with extensive coding instruction.' A list of 
25 bibliographic references is cited. (Author/EB) 
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SUMMARY 

Apy sound' planning must her base<J on proven facts and 
figures. .Therefore, t;he starting point *or planning 
scientific and technological information^ networks, 
'whether on a local, national or international level, is a 
comprehensive inventq,ry of existing resources . Inven- 
tories have beeu takfen many times before, but no guide- 
lines based on previous experience have been formulated 
yet> to help those who approach the task f or nie first 
time. Recognizfng this need/ UNESCO has commissioned the 
compilation of these guidelines within the UNISISS 
program. Thkse guidelines discuss ' tfae^ methodology of 
inventory taking and suggest the type of facilities to be 
included or oiuitted from the survey • . The technique of 
tracing and contacting the selected facilities ^is pres-^ 
en ted 'in tabular form. Examples of useful by--products 
which can be generated from the survey are suggested and 
^the , techniques of keeping the inventory up-tQ-dat6 are 
discussed. -Six * appendixes include a detailed question- 
aal.re for manual and machine processing with extensive 
coding instructions; exainples of tables o^ statistical 
data which can be a^^trac^6d froiu che inventory; examples 
of some byTprodiicts ; a modeV circular letter to the fa-^ 
cilitkes to be surveyed. A list of 25 bibliographical 
references is attached. ' . 



PREFACE' 

Recommendation # 1 of the UNISIST report On the feasibility of a world 
science' information system (UNESCO, 1971) urges that "adherents should 
be called upon to extend their efforts to survey information services/ 
Of national, regional, or international scope". 

In the framework of science information. planning and the establishment 
of a. national information system, 'taking stock of exist;ing facilities 
is of paramount importance , since sound planning can be based on proven 



fiacts and figures only. ^ As J.-^. Polini^re^^foints out, in his study/ 
Vsing and Improving Natioml Information Systems for Development ^ "the 
priority is not to create ^ew information institutions, but to *co- 
ordinate existing -information institutions, from storage to .extensjLqn, 
•in order to ensure . that specific categories of"^ users receive the 
Essential information and consulting services relevant to their needs,/ 
Once such an integrate'd information system is established, weak ^links 
can be ^detected 'and strengthened, arid new institutions can be created 
without risk of dijplication or operating in a vacuum" . 

A chorough inventory of available resources not Snly reflects the 
existing situation as a whole biit also reveals weak links m che com- 
ponents of the information network, gaps in information sources and 
flow, and the present exploit of existing facilities made by the users, 



The information derive<J| f rom such* an Inventory should identify: 

; 1 

* currently available resources 

gap^ and overlaps, in these resources 
needs not being satisfied , ^ 

a basis for recognizing the parameters for creating an improved system 
design 

a. starting point from which future progress can be measured „ 



Inventories of information facilities have been made in ^e, past. How- 
ever, guid^ilines based on the , experience ^accumulated in the c^onduct of ' 
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these inventories have not been "^f ormulatpd. Such guidelines would enable 
survey taking authorities to proceed with the least expenditure of time, 
money and manpower.. The lack of such guidelines is especially detyimental 
when an inventory is being ► conducted in a developing country, where the 
expert professional personnel needed for' its design may be lacking, I In 
response to this recognized needs, these Guidelines were compiled by 
Lydia Vilentchuk under UNESCO contract. ^ 

• ■ * - \ \ • ' 

The author wishes to emphasize that these Guidelines dx> not set . out the 
only •correct way to conduct a s;Arvey. Every survey conductjLng author- 
ity will have to decide what types o£ facilities to .include in the inven- 
tory and to change those questions in the questionnaire which are not 
relevant to- its particular 's^.tifation. The inventorjr*s input and output 
as presented here are intended to provide guidelines based 9,n actual 
experience in taking such inventories. It is hoped that these Guidelines^ 
will assist In.de^ignirg and conducting slm4.1ar surveys efficiently, 
cheapl^^^tid'^quickly, - 7 
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V GLOSSARY .. * I , 

The following definitions ais;e to explain the meaning given to a few more 
or less specialized terms as used in this report. * , 

ANALYSIS CENTER 

An organization which i«dexes, abstracts, tuanslates, reviews, synthesizes, 
and evaluates information and/pr data in a. clearly defined specialized 
£ieM-^>r- pertaining to a specific mission, to provide d-finite users' groups' 
with digested, repackag^d^or otherwise o,rganized pertinent information- or 
data. 



DOCUMENTATION CENTER 
A place where publications, primarily of a non-book f (Ttmat^ are recei\|ipd, 
processed, ..preserved,' -annotated and indexed, and bibliographies prepared 
- by subject// author f>r region, ' , 



J 
> 



infobKation center . 1 . ' " 

A^ organization whose function is to 'supply information whiclf is derived 
from publications as well as from any other source, on| specif ic subjects. 
It uses for this f)urpose the services of documentation centers, analysis 
centers, lihr^aties and subject specialists, or any 'other source of infor- 
mation. ^ ^ ' -s * . 

- ■ . ' 'J. ■ ~\. ^ ' ■ 

INFORMATION NETWOM. ° ■ 

A system integrating' institution^ - libraries, docvimentatioA centers , in- 
formation centers, analysis centers - into a coordinated' whole, to provide 
a community of jisers witb relevant inpijt data, irrespective, of its origin, 
format or phjjsical location. An information network can be subject- or ' 
mission-oriented, X , ^ 

-■■*-■' \, ^ ■ 

NATIONAL INFORMATION NlfiTWORK , •- - . 

An informatio^Tr^twork coordinating the information' fa^^ities of ° a country . 

-V- 
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NATIONAL INFORMATION SYSTEM - 

A system which plans, coordinates and ties the national information 
network with research and development institutes', speciaiis'ts and • 
piBrtinent organizations abroad, to provid^ relevant services to users 
in a country, # 



PUBLIC UBRARY 



A library which serves th^ population of a community free of charge or tor 
a nominal f^e >hd, is f inarjced ejlther by a public authority or through 
private sources. It can serve either 'the^ general public or special cate- 
pries of it, such as children, hospital patients, prisoners, 'employees 
\of particular organizations, etc. It serves primarily recreational and 
self -^improvement purposes. » f 

SPECIAL .LIBRARY ' \ ^ ' 

ft • t f -. . ' 

A lib^rary devoted to a special subject or * emission, j/hich offers specialized 
^^£<r?-ces to a specialized clientele and is maintained by a professional 
association, govferximent^gency,tesBarch institution, learned society, 
museum, business or indulstriaV^terprise. 
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INTRODUCTION ' ^ ' , • , ' 

. With the exponential growth of recorded information today, it is no longer 
feasible for. any single organization to become self-sufficient with regard 

^ to its holdings; There is a general tendency tci develop ever-expanding 
interconnections among special libraries and^ documentation and information 
centers, beginning \d.th the local level and continuing through* th4 national 
and regional levels to international or specialized ^networks. / When planning 
these networks; the planner has to know what is quantitativel^>«id quali-, 
t^tively available at each level - local, national, regional, internatitjnal 
or specialized. Gaps and overlaps in budgets, manpower, premises, equip-, 
ment, library holdings and sj^rvices have to be ideatified and recognized 
in order to ensure optimal use of the existing or additional resources^ , ' 

In small or less developed count|ries planning can usually start on the na-- 
tional level, the lo^l/level being dispensed with. Howevgr, where setting 
up a local network seems advisable, the techniques for ^taking inventory of 
the resources oo this level are the same as for those onr higher levels, 
^though oiy'a smaller scale. ' ' \ > , " * 

SCOPE OF. THE INVENTORY. . • 

It: is suggested thai; the initial survey c,f a facility co>^r the following 

* , * <j , < 

• topics: collections, system of protiessing the eollettions, manpower, 

characteristics of users, services provided for users, budgets, premises^ 

and special equipment, ' ' , >. . , " ^ 

'Collections ' ^ . ' 

* quantity and nature of collection (subjects covered; kind of material T 
secondar)t. publications, patents, specifications, standards,, trade 
catalogues, reports, etc. ^ ' ^ 

* yearly growth , , . ^ 

* undesirable duplications and gaps " ' ^ ^ * 

* predomfii^nt languages , ' , " 
^ * physical form t^ooka,* periodicals, microforms, newspaper clippings,' 

f , maps, audiovisual materia^, etc*)* 
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System of propessing the aolleation? 

* cataloguing and classification schemes used: conventional and nonr ^ 
conventional (conventional library classification and cataloguing rules, 
e.g., ALA cataloguing rules, Dex^ey^ LC, UDC, etc.; non-conventional, 
e.g.,, manual coordinate indexing, etc.). 

* computer procqpsing for housekeeping and retrieval purposes 



• Manpower . . 

' ■ ' ' . ■ ■ , — V ^ ^ . 

* number of employees i / 

■•^ * ' ■ . . 

" * educatio'nal level of employees ' 

* predominant age. groups of those presently employed (to evaluate the 
# . number of new entrants required in the near future) 

^ ■ * ■• , ■ ^ 

Users 

J, 

* geographic distribution ( 

* • institutional affiliations 

* educatioijal leyeX 

* frequency of use of the facilities ' 

■ , « ■ It ' 

Servioes provided f^v users - 

* hj^ats per day th^ facility 'is open for service . * . 

*' avaif ability of referex^ce services and their depth: direction to shelves 

* or catalogues only, quick reference services, retrospective literature 
searches oa requesL, preparation of bibliographies, and provision pt 

^ information based on other than documentary sources 
~ * current awareness services ' , 

* publications, CafCquisltion lists, bulletins, reviews, state-of*-the-ara 
- /.reports, abstracts, bibliographies, etc.) ' 

* SDI se:^ices 

* existeuce or nox/^axistence of a planned budget 

* annual expenditure for* the m'aintenance of .the library or information 

■> ... 

center 




^ - ■■ •■11 



* percentage of total^outlay for acquisitions and the .proportional alloca- 
tion for books; periodicals, other material; 5spr salaries; for main- 
■ tenance* for serviced from outsi^de sources , etc > . * ^ 



/ 



Itemises and special equipment \- 



* premises especially designed for the facility, or only la^ke- shit t 

' ' \* ' ■ ■ ■ • ' * . •■ " * 

arrangements i * 

* size in relatic^n.to cfientele served ^ , * • 

* workipg spacer for the staff „ - . • 

* storage sp^ce ^ ' - ^ 

* space for users 

* availability of special equipment (readers, ,rea^er~printers; du|licatina 
and printing equipme^nt,* computers, etc.) ^ ^ ^ 

INVENTORY TAKING METHODOLOGY AND PROCEBUftE-' ^ : ^ ... 

Types of facilities to be surveyed and^heir identification « ' 

Before starting the actual inventory, a decision muSt be taken on the typies 
of facilities to include or to omit. ^ ' 

As thesd^ guidelines deal with special 1/ibraries , riocumentation ,and informal 
tion centers 02; any other cypes qf information gathering and dissemination 
facilities - school libraries, including vocaCional school libraries, should 
bd^^excluded from the su'rvey. Although the latter, are very- impoi;tant for the 
general cultural development of a country^ their holdings and services aire 
of little interest to the professional community at x^rhich the UNISIST 
program is aimed. -Similar considerations apply to public libraries** 
^owevfer, some of the larger public libraries have d^artments rux"\ on the *^ 
lines of special libraries devoted fo a particular subject. These 
departments should be included in the survey. / A 

#* • . ^ . ,r 



The ^inventory* will usually include facilities belonging' to , or adniinistered 
^by, the ^organizations listed below. Jhe waycJ^ of tr:^Ging them are different 
for each^group and the following suggestions are made to^S^c^litate this 



iGovernment ministries ' . ^ ' 

To trace thetn^ consult the government yearbook, or'other relevant di- 
rectories. 

University ficulCies , -schools ^departments and research units, plus the 
university 's^entral library ^ ' . ' 

To trace theut, consult university bulletins aild catalogues and talk tov 
the chief librarian. 

Professional association^ and societies 

To traice them, consult an up-to-date directoi;y or register of profes- 

" ..." * ' / 

siona} associations • I^the country has a law reqiiiriiSg* all societies 
to be fBgistere^, the appropriate ministry may have such, a register. 
However, b^h these, sources Ishould not be relied upo^ completely as they 
are^sel^dm up-to-date arid 9bmplete. The infot^mation should^ biS augmented 
'through personal knowledge, listening to the radio apd #**and teadlng , 
^newspaper announcements about professional events.^ * 

* . * * ^ * ' ' 

\ ■ . •» • ■ *" 

Independent research, institutes and laboratories 

To trace them, consult directories *of institutes in your country, if 
available. This information should be augmented thro\Jti^^personal''know- 
led-ge and consulta<^-'o-» people working in th? apprcpri:'^*=* ^■^^\d3. 

Hospl-tals - government,, municipal and private 

To trac^ them, the telephone di^ettory will be generally^ite- adequafe 

Museums * ^ ' ' ' 

To tra<^e them, consult an up-to-date direct Jry/: If sifch a directory Is 
not ay ailable. consult the telephye directory,- toui^ist literature and 
Pep(^ working in the' field. V • - 

Banks ' • * " , ^ • 

Xo^trace them, the telephone- directory will be quite - adequate , . « 
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* Larger industrial and coiu&er^iai concerns * , 

To trace them, consult cfl^sftied directories .of manuf acltlArers and,, 
services and a Register at the ministry 'of commerce and industry, if 
available. These soui^c:es can be augmented by consultation, with-leading 
personalities in commerce and indiistry and^by personal knowledge. 

* National and historical archives. 

^here will be only a few such institutions in country and they chn 
usually be identified without any difficulty through personal knoi/ledge 
. of the surveyor, • 

List of fapitities. to be surveyed ' • / , 

After the decision about the types of facilities to be Purveyed is made 
and their parent organizations, are traced, a carefully compiled lis^t^ of the 
latter should be prepared. A short circular letter should be sefit to all 
. parent organ;tzat ions, explaining the object of the purvey and asking than to 
notify the surveying organization if they maintain such a facility. A 
suggested te:ct for t|ie circular letter is reproduced in Appendix A. ^ 

Contact should be made with all organizations approached. If ^ no reply to 
the circular letter is received ' after a reasonable timej a renUnder should 
be sent out. If thx3 does not* lead to results , ^telephone or personal - 
contact should Ve established. This is a difficult and time-consuming 
task, wTiich requires knowledge of local conditions, intuition, resourceful- 
ness andl public relations ability, 

, After the replies are -all in, a numbered master list of the facilities to 
J)jB surveyedr-is compiled.' This master list^ includes the facility s name, 
address^' telephone and telex numbers cand the jiame" of the persori in charge. 

The,questidmair'e , » 

-The inventory, is taken, by means of a detailed questionnaire (see 
Appendix B); The most'off active way to conduct it is by a team of - 
interviewers who personally visit the facility concerned, interview the ' 

- . 14-- . • - ^ 
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per^on-in charge and fill-in the questionnaire themselves from information 
obtained during the interview. ' . ^ ^ - 

Ifd'r several reasons it is not .^recommended to conduct the survey „by mail: 

*' not .aJLways" will the "questions be understood by .feyeryoiie in exactly"* the 
. .. same way - / - <^ 

- -IP * "the terminology used can differ from plai?e to place aAd the answers will 
become ambiguous 

* the questionnaire will not be completed or N^e turned promptly and it may 
even st^y in somebody's file indefinitely 

* the mails are not always reliable, so^that lo^s of so?ae of the filled.- in 

questionnaires may be expected " 

* ■ ■ • ' ■ 

The proposed que3.tionnaire is suitable for manual ai^ computerized prodefssing 
and covei;rs all. topics listed above. The questibits are grouped in a logical 
sequence. At the t'ime. of the interview, special care should be taken that " 
all questions are answer^^d. There is a tendency for- the interviewee^ not 
to ireply to questions not applicable to his particular situatdon. He shoiil'd 
be urged, however, to* write "no" or a zero in the relevant spaces.' 
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should be borne ii mind t^t the ques.tionnaire serves as the me^ns for 
an initial general survey otiiy. The initial inventory T^t^obahl; will 
•followed at a later date \y detailed inventories survey ing. specif ic aspects 
.,;af the facilities pinpointeX^by the first stage inventory. Detailed studies 
/ of budget distribution, staf f\ualif ications , ,makes of equipment, existing 
or contemplated automation areas /^-quality of services provided, et-c., will 
require a separate second stage inventory/ Therefore, it seems impractical 
.t^o^^o initially .into very . great detail, ^V^exampla, the question about 
equipment asks about the 'availability of readei^prdnters, but not about" • * 
^^^^^ are only a few reader-printers in the potential net- 
wom^^^he informatigin about their mak^ will be irrelevant and clutter up ' 
the qu^3fciann%ire. The few facilities which possess 'a readieE-pr inter can be 
approached individually later if information is jieeded, for instance, for 
planning a central' supply organization or requesting outside help pur- 
chasing such equipment. The sWe cons ideratjLons apply to the questiori^abouf 




whether automation is practiced or plahned for housekeeping or retrieval , 
tasl^, , Information about specific uges of aiftomatipn - reglstj:^ation of* 
loans,, handling of periodicals, acquisitioja records,- etc, - should be left • 
to the second stage. 

Some of the questions, including those concerrv^.ng the budget, will probably 
riot be angered during the initial interview and will have to be completed 
latei^ tlirough correspondence, telephone calls or repeat visits. Whem , 
making the initial appointment' for his visit, th^ interviewer can ask that 
some specific numerical, information be prepare'd in advance. Although this 
seems to be a' reasonable way to eliminate th^ need for repeat visfts and 
additional correspondence, it s-eldom works in practice.. Appendix B - 
\Guidelihes for Interviewers (p. 28) •- elaborates f\trther the usWulness of 
^ direcf interviews as against sending out questionnaire^^ by mail. ^ ^' . 



The preliminary work of preparing the master lisgt of organizatioji^ included 

• 'f-' . > ' , ' ,' . 

in the survey should hi carried out bjf/ the same ^^team Which will laiter . 
conduct the interview&l This prei>alr^tory work wiii give them dn insight > 
. into "the general situation of information facilities ip thd ctfuntry and 
the ''Organizations and people ^fittey ^f ill iriferview later.. 

The master list of the organizations to be surv^yea bhoul^i he 'I^'^-i^Jt-J aniong 
the ljatferv\t ewers on a geograpTiical basis.^tto mioimizse tiravel* time and ex-' 
penses. It would, however / be desifable thatlthe interviewers meet at the - 
head office at regular intervals xri.th the project leader" and the indexer ' 
to report on rprogotess anci to discuos problems which'may crop^'up in the 
course of t^heir xrork. .These intervals can be a week, a .f ortnight^or even 
a month, dependi^ on the physical size of the countty and the distance^ 
atu^ndividuai interviewer will have to travel. ' / 



Each, interv.iewer should be responsible for the completion his question- 
naires from start to finish, including making the initial appointments for 

♦ •>■■■ ' ' ^ * 

interviews, checking replies,' etc. Onlyo the final recording of the answer 

.* ^ . ■ ' ' . 

to the question about^ the subject matt-er Qovered by a facility (question 

^ page 2 of the questionnaire) should not^be left to the exclusive ' . , 
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" discretion cff the interviewer, »but should be discu^tse'd with /a 'Classifier/ 
indexer^who has the final responsibility for this part, of •the work. The 
^ classif ler/indexer, perusing all the returned (Questionnaires^ decides 

' * * / * / ■ u • 

on che terminology and depth of the classi5.icatiqn 'and ensjtires uniformity 
of the answers t 

Manpower to conduct the inventory ^ " 



* 



project leader 
secretary/ typist v ^ 

interviewers 

cla^sif xer/indexer * / 

In sm^ll an4 .geographically compact countries 
-^h^.bne job. For instance, the project leader coa 
of the classifier /ind.exer in addition to being 




The [project leader should" be prfef^jably a, senipr 
should be f amiliaif with tbe-condit^on0 jprev^^iling 
regard to government offices, insifeltut;^!^ of high 
establishments , professional orgar^|z§ttiohs , ind 



I firms, etc, 



l^t^is not desirable that he should b^ an infortuition soientiet or subject 
^^^^pecialist , as the inventory, espe9ia}.ly in davelopi||g countries 'for 
which it is pr?jnarily me^^t, will Encompass mainly conventional special 
libraries and not facilities empl'pying'npdern non-conventional retrieval 
methods. Whereas a senior librarian will be more or less familiar with « 
the principles of computer applicatioW'to household tasks of a library 
and. retrieval of information, an infotpi^tion scientist will be legs 
familiar with the probl^s and working piethods of a library. - 

Tt?e project leader .should receive his tei[?is of reference from the inventory 
taking authority and decide accordingly which ^olfg^izations^ sh^u^Ld be in- * 
.^. eluded into the inventory. He will have to finalize^he list of the 
facilities to be surveyed; prepare the questionnaire*; maintain all contacts 
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h the inventory taking* authority and with heads of organizations and 
facilities which will h^ve to be approached; engage, train and supervise 
the st^tf; be responsible for -the timetable and budget of the project and 
plan its final outptit. ^ % * v • 

The secretary/ typist will have to carry out all clerical .tasks , like 
correspondence, filing of records, helping make' appointments, etc. The 
number of secretai^ies will depend on the size of the project. Possibly in 
outlying ar^as part-time secretaries may need ta be ..employed,* in addition 
to those in the head office. , " i 

. / . / \ . ' . ^ . . . 

The interviewers should have some previous straining in librarianship, per- 
sis tence, thoroughness • a pleasant personality and good^public relations 
ability. ^ , ' 

The team of interviewers will have to be carefully selected and made in- . 
timately familiar with the contents of j^he. questionnaire. The exact meaning 
of evety question, terminology to be used, depth of answers expected, ''the 
reason each questioaKis asked, the ultimate purpose of the project, and 
the various uses it will be put to should be explained in detail. If the 
number^of In^rviewers Isivery small this can be done by thu project leader 
un an individual basxs. Otherw'i^^ 1. Is preferable to/ hX3ld a day's seminar 
devoted to this/ purpose. ^ . ^ 

The number of interviewers will depend on the numbe? of f^ilit3Ufs to be' 
interviewed and the time allotted for the compilation of the 'survey. As a 
basis for c^ilculatioA, it can .bfi a&sumed that each interview lasts 1^/2 to 
2 hours and that the interviewer will make two visits a ,day* ^T^he rest of " 
the working day is spent in the office with correspondence, telephone calls, 
checking filled-in questionnaires^ making future appdintments and checking 
''the subject entries with the indexer. ' ' 

The classif ier/indexer should have previous experience in indexing and 
preferably some knowledge of library classification schemes # His task will 
be to centralize all the replies concerning the^ subject matter covered by 

. ' ■ • - -9 '- ' ■ ■ , : ■ ■ ' / 
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individual facilpies, ireceived the interviewers. He should check the 
subject headings proposed . by the interviewee together with* the( interviewer 
responsible for the f illing-in of the particular qyes|^^onnaire ,ajjid make the 
final decisions about the tems to be used to ensuirfe uniformity of termi- 
nology as well as the level of concepts tp be selected in each case. 




OUTPUT PREPARATION AITO USE 

After the questionnaires are propejrly f illed-in/> ' they are ready for pro- 
cessing ejLther 'manually 'cr in tulachine-readable form. Processing includes^ 
extraction of statistical data, evaluation of existing facilities and the 
preparation of valuable by-products. ■ ' ' 

Processing for planning ^ 

The processing snould be bandied preferably in two stages. .The first stage 
' should provijl^ a general overview of the existing situation, help pinpoint 
strdng and/weak points, and identify areas for further in-depth study where 
necessajfy Csee Appendix C, Tables I-III) . The second stage can study in 
greater deptk aspects . identified by the first stage processing as demon- 
strated in Appendix C, Xable IV. , ' 

Table* X qr Appendix C is an example of a sta^tistical summary of first stage, 
^ocessing^ reviewing the existing facilities by ownership and giving iniEor- 
mation on total expenditure% total manpower, total sto'clcs, etc. ^ of an 
imaginary country. This table revea^ls that the contribution of the pxi- 
vate sector to the national information services is only minimal Mid that 
the initiative for their provision is left to the government. Further, 
that a total 'staff of 400 provides services based on ^a collection of 
2,500,000 hooks with yearly additions of 70;000 volumes and 17,500 current 
p»eriodical titles. This seems inadequate and the staff's distribution 
among the facilities appears unbalanced* 

Tables 11 and III are statistical summaries of expenditures ^rid mafipower 
also derived from first stage processing. ^ /• / 

■ ~. ■ • " 
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Table if' details, in three main groups, the 'expenditures of the same imagi- 
nary country for acquisitions, manp6wer, and mainteuapce. This table r^-' 
veals that the division of -the budget dcces no|f encourage the propeir use of 
existing stocks^ since the portion of the budget earmarked for manppwer (32% 
of the -total) is, very Igm in relation to the amount spent on ac4uisitions 
i50% of the totaJ^>. Due to inadequate manpower the stock ca-Ji^noJt be 
adequa,tely^rocessed. Services supplied to usfers are less , in §cope and 
■ depth than coutd have been rendered from the same stock if adequate, manpower 
were<ayailableTf The "acquisitions'* item in the ^ame table reffeals t^at the 
(expenditure for books (64% o£ total acquisitions) is very higl:^ in reiktion 
to the expenditure for periodicals (28% of total acquisitions) and other 
materjLals and "outside services- (4% of total acquisitions each]^. This may 

Vaply that the information provided ilij likely to* be somewhat out-of-date 

' • ' ■ ■ 
and lacking specj^^fic detailed response. " 

Table HI divides the available manpower' in the same Imaginar^kiountry into 
three, main groups; university trained professionals, non-unive5if^ity trained 
/Professionals (technicians, assistants, etc.) arid supporting st^ff (clerk^, , 
rep^rograpt^^ers,. binders, etc). This /table shows the rdtio of p^ftbf essional^ to 
pon-profes^ional^taff and, indicates hbw far the existing situatit>n §,uaran- 
tee^ the optimal (itilization of existing manpower . It further sKows 
by 1980 40% of the professional staff working' today will be i:c>j.r^> i>^is 
fact is useful ^to know when training programs axe planned.^' 




Ta^le IV i-S an analysis of university trained manpower by subject are^ of\ 
theii: training in relation to subject areas of the facilities being staff^d^ 
This table is an example of second stage proeessin^ to study in greater ; 
depth specific problems which may have been 'identified during the first 
stage processing, ikta for this table have l)een obtained from an additional 
study undertaken after the information resulting from the first question- 
naire has been analyzed. ' 

By-produotS" of the- inventory 

In addition to the primary object, to. provide one of the parameters for cr^ 
an Imprxjved system design of information facilities, the survey can be used f 

- . " ^ ■■ ■ ■ ^ , 
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1>ianning training schemes and curricula for library ^nd information workers, for 
standardizing prottesses and services, and for preparing some useful publications! 

•J 

For instance, a directory of special libraries *and information centers 
will be a very useful by-product of the inventory and will tieed ver^ little 
editing if the information required f(|r it is grouped in the first part ' 
of the questionnaire for manual processing or properly tagged for machine^, 
processing. Appendix D presents a suggested format for such a directory. / 
The individual entries --^re arranged ^aMhabetically l>y name of, facility 
and th-e "faain subjects" (page 2 of the' questionnaire) can serve 4s index ; ^ 
entries. - ^ . " ' 

Another useful by-product of "the survey is a "finding list" of secondary ^ 
publications currently received by the various facilities in the country. 
A union list of'serials for a country librariea is an' ambitious and 
expens'ive undertalclng^ requiring a^ large budget and trained manpower. On ' ^ 

the other hand, a "finding list" of secondary publicatioap is very 
useful as a first step in the centralization of information about *t:he 
country's poteiatlal and can be easily and 'inexpensively prepared as a by- ^ 
-^rodu^t of the survey (see Appendix E foif a sample page) . 



:^w^torJ " -.-^ ./rst '\-.,nt"i>''J JH^fr^' " •i'"^"' ^ -i^rvioes (■^Tr/TfelS project .spwsored 




wany other by-produccs can be derived from" the initial surve>^ like address 
lists for professional announcements , training courses^ lectures, exhibi- 
tions, dtc.^ or location lists of specific collections of jfatenta, reports, 
illustrations or others^ to mention^only a few* * . 



KEEPING THE INVENTORY UP-TO-DA^TE 

SI^The^ first inverttxyry-wjjrjr serve fo r futu re surveys of th6 national 

information and documentation facilities of the country. However, due to 
the dynamic developments prevailing in most countries today, the factual- 
information it contains \^11 rapidly become out-of-date. To remain 
meaningful it will have to bomp-dated regularly. 

■ ■ - 12 /- ' 
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The up-dating iprocess can be carried out by two differej^t^ methods: either 
as Ja^oru^toiious process cfr as a project undertake regularly at specified 
intervals. 

• • * * , ■ ■ ' - • 

If the continuous up-dating method is chosen, the survey team can be par- 
tially^ retained after completion of^ the initial' survey and its personnel 
will then be f amiliar ,witl\ all the problems and .procedures, resulting in 
greater standardization aftd efficiency. The drawback o.f th^s approach is 
that the information available at any given time will not be up-to-date in 
the same measure 'for each individual facility. In/brmation dbout 3ome';gofV« 
the facilities will, be correct as of the date^ of 'the .initial survey ^hile 
information about other fac?Llities will be completely up-to-date. • 

. ■ ' • . . ■ • , 

An advantage of the second' method is that a 1 '1 the information con- 
tained in the survey is reasonably correct* as of a specified date. dis- 
advantage of this 'approach is that, even under the best conditions , under- 
, tak^g a new survey will probably not be feasfbl?' more often than' once 
• every \two years. The personnel needed for "conducting a repeat suf^ey will 
have tAbe reassanbled and retrained" eaclL time and the survey will require 
almost dp much time,, money ,^ and manpower as tha original one. . 

, ... , • ^ ' . ■ ^ s'- 

Keeping invmind the advantages and disadvantages of both these methods, 

'the survey \aking authority will have to decide which up-dating procedure 
to select. 
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structifre> input -^processings * 
secrial fpnLrol, circulation con-v.^^^' 
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tion, COSATI subject area, break- * 
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ods, and cost of the information 
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cjjuded in the report*. , 
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bulj^etin for libraries ^ vol. 24^ 

* no.^ 6, Nov. -Deo,. 197^,yp. 315- • 

322. ' ' ^' p/ 
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India, ^ Indonesia, Mongolia and 
Thailand. The articl;e includes 
comments and reconmiendations , 
/ and discusses budget , holdi'hgs, 
photocopy sO^rvAes, acquisition 
- ^methods, cataloging, staff, etc-w 

8 DOWNS, J19BE?IT . ^ ^ 
'Resources of Cp^tfian academic: 

and resenrch libr&ries. ."Otta^a^ 
Association- of Universities ^and 
CoUeges of'dinada^ 1967.- :3plp. 
A survey 6f' university libraries 
as well asr colleges, publiCj^ 
^oVerjicient and special l^b-r^ies 
T^e re|)OStH discus se^admittaLs- 
tratlT*^ organj^zii^rfron, tecbni'cal - 
services, peader^, ^rv^ces and 
jise, physical "facilities-- li- 
brary cooperation,. /specialized 
Ll/ilections, etc 
crudes 30 tables 
tibns.* 
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9 EURO'P^AN TNDaSTRIAL RESEARCH 
MANAGEMENT ASSOCIATION.. ' 
•^^^j^testionnaire sutttl 'organisation 
*et I 'exploitation de la dobumen-^ 
tation pour, la. recherche et le 
dSveloppement industriel^. : . V 
Pa:riSj '197Z.^5p. 
'Questionn^l^includes questions 
oh administration, collection, 
equipmeitt, information dissemina- 
tion, staff educat^o#, and* serv--' 
ices, of an information unit. 

10 FID/COMMITTEE FOR DEVELOPING 
COUNTRIES. ^ 

Survey of the present situation 
of docufh^ntatiori in the de-- 
i\eldping countries. Budapest-^ 



1368. 3p. (Doc''6/1968/FID/DC).^ 
A short questionnaire to collect 
da'ta on libraries and^informa- • 
tion centers in a country. [/^' 
There are questions abojut organ^ 
iza^ion, central activities, / 
needs and plans. 

■ • ^ 

11 GOJ.DHOR, HERBERT, ed. 

Reseax'^h methods in librarian^ ^ ' 
.ship\' measurement kmd evaluation. 
Champaign^ Ill.y University of 
Illinois^ Gra&.qte School of^ 
Library Science ^ i968. 131p. 
The. papers which were presented 
at a conference at the University 
'of Illinois^; discuss some of ^ 
new/r .mathiamatical techniques for 
^ measureiaent an4..-^Valuati6nj the 
E^rolilems invplfved in the def ini- . 
"tiori of (criterion, and methods 
of measurement and evaluation in ^ 
. oXher relateH fields.^ 

• '^-^ ^ ' \ . . ^ ' 

12' GREAT BRITAIN 7 ^D^PARTMEKT OF , " 
EDUCATION AND SCIENCE. / ' ' 
- Repprt 'of the National Libraries - 
^ Gammittea. London^ 1969. '235p. 
(Report Qnnd-4028) • ^ / 

The study examines tlio functions 
' ' d'lil orgauxi.ction of the British 
Museum Library, the National 

* Centjral Library, the National 
Lending Library fdr Science and 
Technology, and the Science, 

. Museum Library in providing 

' national library/f acilities . ' . 

13 IN^ITUTE FOR INDUSTRIAL RESEARCH 
AND STANDARDS. . ^ " « . 
Survey of scientific and tech- 
nological information in Ir eland. \ 
Dublin^ 1973. 2 vdls. 
The report discusses the objectives 
and methodology of the surv^, and 
includes t|^ various questiojulaires 
and letters used during the survey. 

• There are close to 200 t-^bles,, 
throughout the .report, and a list 
of acientif jfc^nd technical infor- 
mation services in Ireland. 
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flatipnal ffoienoe infovmdtion 
sy sterns: a guide to soiertse in- 
formation systems in Bulgaria j 
Czechoslovakia^ '^Hungary ^ Poland j 
Romania J and .Yugoslavia, 
pambridgej Mass . ^ MIT: ^ressj 
'^m72. xvii'j ■S25p. 
A directory of current library 
actyivlties ±A Ekstern Ejiirope, 

^ . / ■ . 

LIM HUCK TEE, ^E. and TANG JiTAN 
FONG. ^ ^ 

<Sicrvey on, the sources, of infor- 
mation in science J technology 
and commerce in the state of 
Penangj Malaysia. International 
^lihrarianshipj :^ol, Sj no. 2j 
April 1973s p. 229-^245. 
A^eport on a questionnaire 
sTurvey covering librar^y facili- 

, ties^and holdings, including 
scientific/ technj.cal reference 
books, 'journals, commepci^l 
reference works and audio-visual 
materials. 'Tlie survey question- 
naire is reproduced as an 
appendix.; 
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MIROPOt'SKII, Kh, 

Metodika sozdaniia obzomoi 
informatsii. (Methodic jf i 
surveys). Nauchno-^Tekhniches 
kaya Informat^iya. Series I. 
Vol, 4, '1972^. p. 31-34. (In 
Russic^i) . ' 

Types of survey -are analyzed by 
the:^i: purposes narrowly special- 
ized, complex^ comparative and ^ 
the requirements of the surveys 
are specified. • Poinjts Dut^ the 
need for writing summary subject 
plans oS surveys stressing the 
importd^nce of information serv- ^ 
ices' in survey writing* The 
'jouriial is available in English-, 
as Automatic documentation and 
mathematical linguistics, 
beginning with 1970- • 

POLINIERE, JEAN-PAUL. 

Using and Improving National 
Information I 'Systems for 
Development; some practical . 
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implications for policy-makers J drafts) 
^ Parisj UNESCOj 1974. 4Sp. ■ 

This study provides a pragmatic 
. overall view of the value . 

of , national information systems 
* to ,a country's development. For 
- th^ purpose of the study thig 
♦author consulted with experts in 

the £ield*; and surveyed the 
iessential/literature published 

during the las tvf ive^'yeirrs . 

18 SIROIS, JULIE. 

Library status}, U.S. Pacific and 
selected Pacific areas. . Honolulu^ 
^Hawaii J Hawaii University j 1973. 
18 8p. (pEfACESAT Project LERCBQ- ' 
73^10; PB-223 044/9WL) . * 
" The current status of library 

holdings, services, and activities 
in the U.S. Pacific and other . 
areas of the Pacific '(New Zealand^ 
Cook Islands/ Fiji, Tonga, and 
Papu^tNew Guinea) are desc?:ibed. 
Tha information provided a basis ♦ 
for the design o^ ^a (demonstra- 
tion Pacific Library Network by 
•satellite. A questionnaire* was 
used for* the survey. 



THOHAS, SARAH M. ' 
Surveij of medical and health in/ 
formation actio'iii^6 vn isvae\ 
Tet^AviVj Center of Scj'-entifi^ 
and Technological Inforinatj/on^ 
1970. ii, S9p. 

The survey of existing facili-*p^ 
ties was conducted by 'question- 
naire and personal interview. 
The report includes discussion' 
of the results, sample of the' 
questionnairxi, aad a statistical 
summary of information facili- • 
ties. • I 

UNESC0lX~- 

RecormendAtion cbndemitig the 
iht^rnatiorial'Stdn^rdization'of, 
library statistics^ c^dpied by ' ' . 
the Of nei'^al Conference ah its ' ^ V 
16th seseionj Paris j 13 November 
1970.^Paris^ 1970. 19p. 
The recommendation includes defi- . 
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nitiohs (/f library terift^^ i 
, classif icatjjpn 0^ librar^Ute, 
and types of s^tistl^e^a dalb^ 
tbat shouldr^e rept5rted. 

/ ^ — 

UNESCO-. 

In accordani 



libvariesj, 1971. 
4p.4'4 tables. 
with the Recom- 
mendation concetning; the Inter^ 
nai^ional Staitdardiz^a^on of "Li- ' 
* bracy\Statisticj^/^bpted.by the 
General Confj.r^nce of UNESCO at 
its 16th session^ in 1970, the 
questionnaire was pirepared by 
UNESCO for the p'urposSi of taking 
national inventories. 

■ V fl .IT 

" U^SC(|., --^ - ) ' 

StUd^w;l^atimcil sti^uotures fov^^ 

dooi^]^^^onj^d library . 

icjes'^wt a^imtries with dif--: 
■ ferent' levels of deve tojfment^ 

with partiQu^^Scr reference to the 
. needjQ. of developing countries. 

Pari/&^ 1972. ISdp.-happ. ' (Cdm//' 

ws/m). ^: . ^- *^'| * 

The study sxunmarizeS' and bompareq,. 
tbe^ present state of dpcumentti-r 
tidh and library services ih\ ^v^". 
selected developing a^d de--*. 
\^eloped countries . "The' ' . 
questionnaire is iticlttded in ^ 
the appendix, • ^ 

UNESCO/ICSU. 

miSIST; study -report on the 
feasibility of a world sovenoe 
inforrnation systejff^ .Paris ^ y * 
1971. ^161p.. • ^ ' 

Th'fe St tidy concludeis that 



UNtSIST should act 3$ a cata-^" 
lyst to stimulate international 
cooperative agreemejiits among 
information systems, and as an 
- initiator of r.iw projects de-^ 
si^fened to improve woi;'ld infor- 
mationf0ols and resc^urces. 
» ^ 

,24 UNITED STATES. DEPT/ OF HEALTH, 
EDUCATION, AND WELFAIffi . OFFICE 
' OR EDUCATION. / / - - 

Suj^ey of special' libraries 
, serving ^ the Federal government. 
Washington^ National Center far 
'Eduaatiohal Statistics J 
viii^ lOSp^t^^^jf^ ,J -..['^y* 

* , Thi^ report %tes£ntS' compre-^' J; , 
; . hensive statistic^^ reiated^ 

;informatiqn on ^^pecial libraries 
\ serving ^the Federal government , > ^ 
£heir organization, staff and 
operating expenditures • *Dat^ 
* is also given for the primary. 
' subj[ect areas of "the collections, 
* ^ ' 'and. the librarie^s- functions*' are 
. * tabulated.' -The report in.cludes 
'rf^-^;^ Qopy of the questionnaire. r 

* ■ ^' ^ ' i . : ■ 

*^ ^ iiest A^tan special libraries 
V, ^ ^- "ccnd information ce^f^t^Sj. 
^ Available'' f^jfu^ifl csMocumen 
V , Reprod^otWn Ser^oic^ Bethe. 
: m: 19^\<27p. j^D'973 8t4J 
The survey ^ij^jijMf^ented on 
country by jB<^itry basis . ^ 
Fifteen 01^ of the twenty M 
cpuntriaar werje yis^ted' person- 
"^ly by rhe interviewers con-, 
duct ing the ^s urvey / 
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CIRCULAR LETTER TO ORGANIZATIONS WHICH MAY MAINTAIN 
- AN INFORMATION/DOCUMENTATION FACILITY 



Date 



To ensure the most eff active ^use of existing scientific and technological 
- librarids and other dodumentation and Information^ facilities we are * 
taking an inventory of what is currently available in car country. 

This survey wllFehable us^to help you to trace publicat'ions and services ' 
you may n^d* It will also show up possible gaps and shortcomings in ^ * 
information servl^esi which national planning could* reduce or eliminate. . 

tfe«n#^d vour help to help you! v 

• JPlease*tlse^he attached form to let us know' If ' your organizTation npitttalns 
a scientific or teclinical library or documentation or information unit. 
If the^ ah^wer is "yes", we will ^ask you at a later d^e to agree to an 
appointment -with an Interviewer from our of flee, who will, -with ybur help^ 
fill -in a questionnaire about th^ facility yoii Maintain. / ^ 



Vo^rs very truly, 



(name and address o'f organization - / . Date . . ....... • 

taking the inventory) ^ / ; . . 

Gentlemen, please be advised that our organization ' 



- — maintains,^ scientific or technological library, docuftne.ntation or iliformation 
. ' unit. \ [Please pircle the applicable type(s) of facility! ' 

- '(t 

does not^ maintain any library or documentation or - Infbrmation unit 

. - • * / ' ' ' ^ 

. maintains a general library for recr&ational .ijeading only.. ST be answered , 
by government mlnis^trles, hospitals, bank and industrial arpa commercial 
— undertakings^ only] ■ - ' . - ' 

^ Name (of answering organization) ^ " / » ' ' . 

^ Addreaa (of answering organization) V 
^Telephone (of answering organization) Z *' . - ' ^' 

Telex (of answering organization) . . v 

rf^iitt^ of Perflon in Charge Position / Signature ^ 



APPkWIX B 



NATIONAL. INVENTORY OF INFORMATION J AND DOCUMENTATION FACILITIES 

• » Put only one nmbar oi* lottcv in a cpaoc. Do not filUin blaoK-bordcr^d box0: 



Intei^lcwer* Interviewer's Organization; 

. ... ^ ^ 

►erson Interviewed I Position: , 

^ RT A * Adml n1 s tra 1 1 on and Prof11r. of Operations (oard 01) 



0«te: 



< 



I ; t • ^ « °^ Parent Organization: ^ 



Ownership by: 
Ciil^k only. ens 



? 



® Government 
• 0 Private-for-profit 



^0% Type of Orqanlzatloti: ® Educational (non Medical ) 
Check 6nlu one _^ ' 

(5) Medical, Dental, Veterinary 

^ (f; Government, Public Office 

® Coninuni cations \ 

(N Oth^r*; explain: __\ 



(D Local Authority 

(D Private not-for-profit 

1^ © Professional AsSocla^on 
0 Reiisard^ Institute 
® Conmerce , 
.© Religious Institution, 



^ Other Publk 
(a) other non-public 

® Museu« * 
(Ti Foundation 
Q Industry 
@ Foreign Embassy 



0 2 



Name of Facility! 



r2-77« 'fypi? of'Faclllty: ® Library 

• • r* ' ' - 

. *,u , yff) Information Cen 



(2/ Oqcuraervtatlon Certter 



d) ArChivt 



Information Analysis Center 
Other, explain: ^ w_ _1 ^ j^- --Ss- r-iSr"""""""' 



m-SO. .Ye^r Established: 



Address: _ ^. 



C^.i.? i street Ad3re*S9 'and/ov'P^O'T Box ' 
Phon§ Number: . . . ^-^^^ 



'4 

/ 



Z*^ ' City/Toan and Stat4 
Telex Number: . ^ — — . — 



' Zip Cods 



rtame & Title of Person-ln-Charge: 



7t "H l» 



78. 1 5 this facility a central 11brj[wy with subsidiary branches); O No ^ 

m. Is this facility a branch llbrajry subsidiary to a central flbra»ry? ©Yes O " ' 

• • f ■ ^ 

79-80. If the answer to either question is "yes", state Ihe number of branches In the system: 



(Caif^l 04) y>< 

7-30. S«»Wices Provided: 

Check alt applicable answers . ^ , 



General 
"Sliblic 



Use of Reading Room 

OoiVovying Privileges - . , i B 

Bibliographies & Lit. Search^ ' C 
Current Awareness Service^ 



|Ta1>qred S|)I Services 
} Consul ting Services 



r 



Employee's 
of Parent n 
Ofg anization* 



31-78. Oays and tiours facility J s dpen for service:^ 



"^Clients 
of Parent 
Orq iniz ati w.i 



Students or Others 
•with Special / 
Reconnendations 







79-80. Number of hours open per week:_ 



: ' . - !L^EiijJi::iiri:ixm::u 




19 - 

2.8 
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iiiiiilLiiiiiMilii^^ 



liilii 



fl^in $ubjcc,ts: 



Cif'^li' the ii»Ji\iil cOii*" for oil ai plxr>ih1c oubjccto* Jf all or ^oot oubficlda of a nojor ouhjcot ara ai*i»licahla^ thtn 



OtO 
030 
030 
040 
*OjiO 
001 
0t>2 
05'3 
054 

055 
060 

070 

08t) 

090 
100 

no 

120 
)30 
\A0 
]41 
)4? 
143 
. 144 
145 



1 



All Inclusive 
Religion 
I'hllos^pi^y 
Psychol oijy ' 
education 
Higbcr 
Primary 
Secondary 

Special (Incl. Mentally Retarded 

• and Pliys'i colly HanU1cdpp<;d) 
Vocational 
Social Sciences . 

A (Incl. Soc'.ology, Labor, Welfare) 
economics 

i(Accounting, Banking, Connerce) 
Pof1t1ca> Science 

(Local, foreign, International) 
Law ' ' . 

Linguistics and Literature 
Ethrocjraphy and -Folklore 
Hone land Studies 
Geography , , 
Earth Sciences 

Atmospheric Sciences 
Geology 
Hydrology^ 
Minerals * 
Oceanogr£y)hy 



150 Ecology (inc'l/Polutlon) 
16C tnergy Problems 

170 E^act Sciences 

171 Astronomy 

172 Mathematics 

173 Physics 



V74 , Spa<:e Science^ • 

ICO Conputer ScU .00 

19U Statiillcs 

200 thtmlst^-y 

» 210 Encjinecring 

211 Aeronautical 

212 Anrlculture * 

213 Dullding 
2K Civil 
Z15 Chcnlca] 

216 Electrical 

217 Electronic 

218 neclian1c«l4 

219 Military - • 
21A ' Mining , ^ 
21^ riaval 

21c Public Health, Water 
Supply, Sanitation 

' 210 ^oad jind Ratlway ♦ 

220 tedTlnology 

221 Food - 

222 Glass % 

223 Leather 

224 Metallurgy 

225 • Paper 

226 Plastics 

227 Rubber 
.228 Silicate 

229 Textile 
22A Wood ^ 
220 Other 

230 Military Science 
240 Urban'5tud1es 

250 Administration t Management 



2C0 
, 270 
'271 

272 
273 
274 
275 
276 
280 
281 
2B2 
283 

^284 
290 
291 
292. 
293 
294 
295 
296 

• 297 
298 
299 
29A 
29B 
29C 
300 
310 
32Q 
330 
340 



Library t Information Science 
Agriculture 
ArborcuUure 

(Orch.^rds, Vineyards) 
^ Field Crops 
Fisheries 
Forestry 
Horticulture 
Livestock 



Life Sciences 
Biology 
Botany 
Physiology 
^Zoology 
^^ic1ne 

Cancer • 
Cardiology 
Dentistry 
Endocrino)09jf 
Hematology ^fw^ 
Neurology 
Psychiatry 
Pediatrics . 
Tropical Diseases 
Urology 

VeneraJ* Diseases 
Veterinary 
Pharmacy 
Sports 

Home Economic^ \ 
Photography* „ 
Art - • 

350 »Hus1c 

360 history 



J)oes the facility have extensive holdings In "any very specialized subject areas not adequately indicated ,above?^^ 
If "yes*! specify which areas: t, _ . _ ' ' ■ 



No. 



gj^^ ^. 



|V[T|card;q]o^ 



mmimxrm^XizniciTrirmT nxrTTr i 1 1 1 w m 



j^ART B The Collect Ion (card 06) ' ' ^ * 

;>/wu tuit i^Kcuatjes iKcluded. in the col lection by percentage of tft«, totaU Becord up to tJwcM specif io languagee not printed on this fori 
in coZwTwie ZS-SC, and 43''S2\ Percentages chfiUld tottit 100%, « 



«X Local Language 



English 
French 



.t RuSSlVK 

.t Spanish" 
,% Chinese 



,% German 

Size of Collection: • 
"Book Volumes ^ - 



^j^jC Japanese 



Manuscripts 
(card 07) 



Periodical Titl« ... 

Printed Abstracting & Indexing Services 



- . 


It 


» f> 


H 




«... 




«t 


X Others 




" ri 


0 





Mlcroforn itens . 



-T^t..*, 



Titles of Abstracting and Indexing Services. H^t tvils only, Xf more space is required, record ths excess on attachad pages 'index^ ths 
^hcadiruj "Abe tixtc ting, anq Indexing Servicis^* . » ^ . 



y ::::::::::::::::::: :: ■ :::: ::::::::::: ::::: .. :::z::x::!::: 

^ !«Iv!-'C?;i l,lLail..U.l.L.rir.LLL'axl .ij JJJ_L1LJ. I 

1 .1 n 1 1 , L - , -m: n . t :i -L i Lr mlii i.i 1 1 n i I 'l 1 1 1 1 1 1 1 n 
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- 20 - 



J ' 

Munbcr of Magnetic Tipt (DiU-BiSt) Serv1«$:__^. 
S-ai, Titles of Magnetic Tipe- Services • Li^t Hilo atid aoron*jm^ ,if any. 

-2 ■ ' ■ 



19' 



;^'l>«tent Speclflcitlpns ^ 
T Engineering Drawings 
S Specifications 
Theses ft Dissertations 
^ Other n!aterial» deaorib^: 



vu-v. ^, HIgNjr l,earn1ng, 
l^epoVts : » (3)Bip«chures, PaiBpMets VBe|>H^^^ 

Sheet Hu$1c Q) Illustrations 4 Photos (««yl. Atrial Photo*) 

QWoT^Js (Music) ©newspaper Clippings 

\ (H"*^0 . ^ ^ 0Fnms and Slides ^ 



55-80. 



1 :'M - S 44.1 



T 





1 1. ■ 



















«'*''rrkdo Catalogs: Ifvaat iBnotBuffioioyt , i^coo^ <?« attmtlutd ^ a gi'* 'ttftoVr t;^^ h#aJing "Jnad* Catalog*^ 



Couritry_ {subjects (Material s , Products, Pvocesses) 



Country 



Subjects (Materials, Products, Pj^cessfjs) 



^ Patent Spec ificati ons or. Abstracts; If »pao* U not auffiaieHt, r^tcord jxctat )m (j^^ched pagte undar '^ tenk Sptcificationt", 
'co ^ntrv7"«^Subiects {Rtcord "All" if everv paUn4 ourrtntly Ututd by a coiattry i» acquired .) , — 

I ■ . ' ^ - .. _ „ . > — 



.4. 



5 



W5 



(Efc'tnglriMring Drawings: jf gpg cg. ta n^t auffioientt re cord gxoa«a^ attached papst wider th§ htading "Ei^iniaring^Draidf tg**'^ 



Subjects^ 



Subjects 




ERIC 



\ 

APPENDIXi B 



g(0(ird 09 - oontinutd) , 
|S) Specifications: // opac^a ia not QuffioiMnjt, rooord exoaoo on attaohed parjeo undtr tha hqading !!Spaaif{oat{on9'** , 
Count ry ^Subjects ^ , | C o" "try ^ Subjects^_ 



University ' 


Subjects 


• 

• 














^ 








. : . 















Country 


Subject (Geologic*!, Metereotog1c*T, PoUttcal, GeographicaJ , etc) \ 






i . 




.q 




1 










— - — ^ - . 










— ^ 




' tr 




— ; ... , --^^—^ - ; • 



Rcno rts: ' // opaae i o not ^uf^i&Cent, reaord ex oej^r oh attached pag^'t under the heading "Eeporta**, . 



. Country 



Couiitry 



Organization \ 



,7 



7 



12 



m •U-l.KI rT-l"rrnT1TTTTTTTTl 



TT 



1 



QT 



+ *• 0-2-8 • V 



J_iJ.lIJ 

n 



- 2i 
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31 



(Wd 201 , ' V> 

Chinees In Collection during the last fiscal year: 

7. Mas the collection grown? ®Ves ©No 8. Has the collection been weeded? 0Yes 

9/ Did substantial losses occur due to accident, theft, misuse, nlsflllng, etc.? Q)yts ®No 
Type of l.tem - 



®No 



Amount of Hew Hatertal 



Books 

Periodicals • 
Microforms 

Manuscripts J 
Abstracting t Indexing Services 
Magnetic Tape (Data Base) Services 
Triide ^Catalogs . 
Patent Specif 1«:atio/is 
Engineering Drawings 
Other Specifications' 
Theses and Dissertations-^---''"^ 



1* 






1 
















— 









VQlumes 

titles 

items 

itcnis 

services 

services 

Items 

items 

Items * 



Amount Weeded Out 



/ 



items 
items 



(eard 




Haps- and Aerial photographs 
Reports <* 

Directories , 
Knochures^ Pacph'^^ts t Reports 
Illustrations and Photographs 
Newspaper Clippings 
Films and ^Ides, 

!et Music 
teijprds (MusIc^ \ 




items 
Items 
items « 
Iteins 
Items 
Items 
Items 
Items 
items 
Items 



/ 




V 



/ 



^RT C Premises (<ktrd W 



jaVe meters / feet / yards. £/»« ame unit of liioaMure for all an«wor«. 



Arleas are recorded In (oirotM one) squat^ 

Total area: w. . User|s area (rea$l1ng-room and open stacks): ^^.^ w, . . 

r * , ' , " 

Closed Stacks: - -. Work area for staff: . ^ . Number of seats In reading room: 

31. Were premises planned in advanc^ for use by this facility? ® Yes^ (J) No ^ 

32. Is space available for expansion of the facility? ®Yes Q)no , ' 
33-37. Are premises also used for other purposes? ®No If •*yes", ehmek atl^appropriats anmMr,M: 

(g)Meet1n9s Qtectures, Seminars^ Classes ^ ©Storage 



(g)pff ice-work 

ART D^Mafii 



(pother purposes 
% 



0Lectures, Seminars^ Classes ^ ©Storage • — 

^pUtin: \ 1 jLL--L — L — . — . — ly-J 



StaU all anpuntM in local currency, evtn if actual ^9xp4nditur* litiot hu mads in foreign oiirrsncy. Umm data, for laat fiscal uMnrif ppaaible 
and TOtmdMd figurew whtn oonvsnient, ' | i i ■ — . t ' u 

38-43. Data- covers the 12-month period end1ng:___^___ , li^^J ^. J .1 -1— i ,^J * 



44, Does the facility have a pre-planned budget? ®No If "yes", state percentage of wtal budget provided by: 



Parent Organization: 
Service Fees from users: 
Grants from foundations 
Other source^: 



or gol( 



ernmcnt: 



> Should total 100% 

r 



Describe pther sources Aif any): — 

(7-74^ Payment for ac<^ui5lC10ns is made by (check all applioahlM anon^ure):, . <^ ■ ° ■ 

©Prepaid vouchers ©Prepaid Deposit Accounts * ^ ©Payment on receipt of bill 0UN^CO coupons 

©Open Account . ©Payment with reciprocal services ©Payment at time of purchase <S)Qther methods , 
.75, Are any acquisitions obtained in exchange for publications or services f rom^ the facility: QNd 

If **yes"» state value of such acquisitions during the last fiscal year: «. , . — »^ \ --^^ — 

■ . ■ « ' *0 • 



-Jl 
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02 



fa<wd W 

|T]_3 k ToUl expenses 
Acquisitions 



percentage of Stated 
Amounts Required in 
Foreign Currency 



APPmiX M 



Books 

Periodicals 
Services* 
Other Materials 
Sf'Urles 

Professionals** 



61 



i lity haZ a 



Does the facility haVe a special foreign-currency budget? 
' . ® No • If **yes"i answer*the foUowing; ^, 

61 -^-fea. Type, of currency x[ ^ « . 

64-^9. Equivalent amount 

"In local currency; , 



70-75. Sources**- 




\ Non-professionals ,^. ^ . 

\« * %bBtraoting I t»u2cxtn{^ mgnttio tap* (data ba»M) and similar ««rvio«« /* SMt dtfinitiont baioi^ nhdtr P^rBcmn 
76. \ Are maintenance and overhead expenses included in the facility's budget? (S)No 76-80. If "yes", State the anwiwitt^ _ / 




**ProfaB9ional»'* inaluds miVMrtity atui non^;;}£irCvfraitif graduated working /iri the fiMld» librarianohipg doomtntation or information^ ntoh € 
^docranmnliililktM^ informtion BcientistM, conputer- pnj^ramqi*^ < onaly[eti^ and partonn&l uith' other Bcientifio or ttfohnieat training whBth0r^oifi 
fiot iit0ynaothad any fotftal training in the profes^'Um^^lfon-'profseeionalo'* inoluda cl&rk^, reprographera^ bindtra, and^imilar p«r<<?wM^. 

ho,not,iWluds maintrnianoM and 9(fnitation rnnptoyaMj^^ any catmgory. ■ , ' ^ / 

To^1 st^ll^f \0XQluding tmff>rax^) employed In an/capacUy .♦. ..... . ./. ......... 

Number of Jirofessionals wUhout a degree in Library or Information ^cienc^ but with a degree in: 

Exactt Nattfrali Technical or Life Sciences. 

" ^ ' ^ Educatidn,'Law» Sooial or Behavioral Sciences . 



I 



ritfmanitles or Linguistics 4 . . ./ / 

Number of process ionals with only a degree In Ll6^Hcyo''\jfo""*^^o'* Science 
^<uojber of professionals with a degree In Library or I nfOTl«TbiK Science plus* an#othety decree 

total number of. uMversity graduate^professionals. .... .yC .^^y 

Number of non-grifduate professionals -ifho completed 1 tpj-year schools in Library or InfotrnMoh Sclendt 
Number of non-grai^uate professionals who compleu4 onlyihort courses in Library or InjEdnna^afr Scienp 
Number of '< non-gra(iyate professionals who have riot cotnpYeted schools or courses in Ul^ary Science. ^ 
Total number of nortrgraduate professionals 
Number of professionals wiib^will retire prior to igSl 
Total^nUiioer of nort-pioic»a^ ....... 

Number of temporary employees (students, literature searchers » abstractors, etc.) 

Sufn of ^ total hours/year worked..ty all temporary workers* 1 . . • . 

Number of professionals who have completed Library or Information Science School sycou^ses^ in thfs country? 

Number of professionals with at least one degree obtained In this country. . . . . ~. . . . 

51-70. 




Professionals with any library educa^tion obtained outside this country, hiat up to & oountrioa and thg nttnb&r of profMf&iona^B 
trainad in each: 



71-80. State all foreign languages In which one or.^re staff members can perform professional duties: 



di^ues: 



(card U) 



Allocate personnel among the various services or depairtments of the facility In accordance with the following chart* $taff ^ 
members^ ulto uorJk in more than one department or Beroioo area should be recorded in eaclf- cat&gory iMt vepreeentM a MUbMtantim% 
portion of t?M?ir ^tme. For thia reason^ column totatt may exceed tlie oftatogoue figuree, in card 14, t- 



Depart ment or S< 



Acquisition 



I of tJicu* , 
l^vlc e V 



{Cataloging 



Classification 



Circulation 



4- 



i — Refcrtincc and Information 



Other 



1 



FuTl-timO 



Part-time 



^fiTif: 

^jfi^I^iC 



NQn-graduate professionals 
.Fulf-tlme Part-time 



Non-pf^Qfes signals 



Fufl-tlme 



" Part-time 



79-'50. NuBJbQ? of refer^nct and information workers with university degrees in tt)e field In which they, provide reference services: --^^^^ 



' APPENDIX B 



(card H) u - 

^RT F Technical Services ychack at f applicable anaifar^o) 

9-80. Acquisitions - New. material is selected by: ^ 
Automation - 



(A^Subject Specialists 
(c)Others, explain: JiC ^ 



If "yes", ttate i}hiah:J$^ . ; . 

If "yes", ^tate uHch: JE ^, 



Are any housekeeping f|inctions automated?^ (J) No 

Are any retrieval processes* automated? ^ (|)No 

If -bothlan^wers are "no", does the facility have plans for automation within the next 3 years|^^0 

Cataloging - An inventory list is maintained for the following Items^ — 

♦3) Books 



(j) Periodicals 



If **yes", indicate how: 



(3)Tltle 



(^Entire Collection 

Q)Other materialsf, specify: ^ 

1$ all or part of the collection- catalogued? (^Uo 

0 Dictionary Q Author 

(|)Shelf List ^ ©Subject, specify syotem: _4 P _ _ ^ ^ 

Are analytical catalogs mailita-ined for any part of the materraW.-J7« Journal articles^^^partsjiJ^ O . ' 

Are catalog cards receive^ frorr outside -sources IC, BNS)? CI^Yes Q^o 

The following. cat^Toging rules are used: _ ' - ^ . * 

"rj Anglo-American Rules' . ^Vatican Code (J Private Methods 

pother, apocifj: iW - , ■ 

06es the facility parti clwtoMn a Unipri Catalog? ©No It "yesVc^icc'c all applicable typtt: ^• 

(f)Your entire country ' - ©'^ 9'"o"P °^ libraries in your country 

Others , of otri;V^li - ^ - -1 - J 

Classification' and Retrieval (Input) Systems - I? any part of the collection classified? £) No 



If "yes", onC(jifif the tupeo of mstcriaU. and the ol aseification system used for each in the <^^g^_^^^ 




<RT G User Services (card la) 

7- 9. The following items are loaned (check a\l applicable items and sJicD number of borvow&pMand items borrotisd dvrvng. the last.fzucal 

year): p ©Books ©Periodicals . ©Other Material^, tfeficini^; „ , 

Type of! Material dumber of Borrowers/Year I tems Bo r rowed/Year 



Books 

Periodicals 



Other materials — 

toterllbrary loan and photocopy services, (if thevf3 oervicea are not avr^ilable^ insert "0" in the appropriate places in the table J 

Number of items 



Borrowed Prom Loaned To 



Numb er of Photo co pied Ite m s 
Detained hroin Sent To 



Local Libraries 
ft)re1gn> Libraries 



25 
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dif "yes**! ohe^ck all appU-^'^hta types: 




Reference and I nformation Services (iAird 10) 

7- 9. Are any reference or in fotinatl on services provided? (^No 
' (4) Users are directed tu dppropriate publications 

(b^) Users are directed to sources of required information (specialists, organizations, etc*) 
.(^kequired information is traced and provideki in a processed form (checked, evaluated) 

}Qf\S, Number of requests filled during past fiscai-year: * ^ , * 

16, Are retroactive literature searches performed on request? ®No* " ^ 

17-20. If* "yes", how man)r^^b1hljo<jraphies were compfled during the past fiscal yMi^||L._*«l 

.21-23. Are abstracts prepared on request? ©No If "yes'^ hov/ m^ny were prepared durfng*the past fiscal ^ear? 

24-2C, 'Are state-of-the-art reviews prepared? (Jno If "yes", how many were prepared 'during the past fiscal year? 
27> Ape SDI (selectij^jjift'S semination of information) services provtded? (5)No If "yes", <mewa/* thi following: 

2$01. Manual SDJ 'Services were provided for u'^ers/year. ' 

1 • , ■ . . 

Automated -501 services were provided for ^ . usprs/year. 

Are current-awareness, services provided? (n) No It "yes", oheok all applicdblt iypft: 

® Oistrfbution of lists of new publications received by the facility ■ ^3 ^ 
(D Routing of new periodicals received by the facility 
©Distribution of Content Pages ■ , 

^ O^stribicition of lists of internal reports from parent organization 
40. Does the facility provide any information services not listed above? (^No 

41-56. ^ If "yes'\ apecify: ' L _ ; 1^ 

Institutional and CeographicaT Analysis of Users , ' * ^ 

<7-62^ Total Number of UseTs. during the past fiscal year: ^ 

63-68. Approximate Percentage of Users from: 
' 63-64. Inside your geographical region* 



\ 




This item- must bs ansvsr^d. Civs an sstiirais if nso^ssary* 



69-80. 




65-66. Inside your Country bgt not yotir region;" 

67-68. Outside your country: > 

Approximate percentage of Users in each of the following '^jpategoriesr: 

69-70. Government Officials and Public Servants 

71-72. Commercial and Business Users* 

73-74. Industrial Users 

75-76. Staff I Faculty of Educational Institutions 

77-78. All Students 

79-89. Users not specified ab'ove 



Should total 1QQ% 



Bs surs to cqrsfully ctppXy 
ths dsfini'ct^n of "gsogjrapHioal 
rsgion" pymlatsd by ths 
intsrvifwing organisation^ 



% > Should tdtal 100% 



i i ! ! i 1:1 ; Kl 1 


rn T t J 1 V 


\. 




:rL_ 












i ill 1 i .[ i .1-1 


Ill 1 .1 1 J. 




J 


...11 


ITU i \ \ v\ 



PART H Miscelfaneous Activjlies icar^ 20) 



7-20. Does the facility^ve any special relatfonship wttii fpreigqi^orgaTiUi^ions %ud^ as (pRC, Rockefe'Mer Foundation, OAS, COHCON, 

If "yes", uixtte nam of organisation anf^Witure of relationship: ' * \ ' 



. OECD, etc.? ©No 



— „ „ — — _ , 

21-30. Does ♦'^e facility participate iji any data-gathering, activi ties (suc)i as A6RIS, INI5, Dissertation Abstracts)? QpNo 

I f "yes " , epocify which: ^ 'jf ; 1_ 

31-40. Does the facility maintain^membei^^hip in any regional or international information science otrganlz'^lfns (FID,ASLIB,CODATA» UNISIST 



If "ye§", sveqify which: ^ 



® No 

41-46. Does the facility pub]ish any of the following items? ChacJ^all applicabls i.tems^ 

^®No 
*® No 



Acquisition Lists of Books 
Acquisition Lists, of Periodicals 
Non-requested (self-initiated) Bibliographies .,(js)\No ^ 
Library Bulletin " (K; No 

I Column in Parent Organization's Bulletin (n) No 

Other publications ®No 



If "yes". Annotated? " ®Ye$ 
If "yes". Annotated ^ ©Yes 
lf."yes\ with Book Reviews? (g)yes 
If "yes^ with Book Reviews? ' QYes 
QYes 

" 47-66, If "yes\ sps&Cfy: _J 



(©No 
©No 



^7. Does the facility maintain systematic records or statistics abqut its own major activities? (S)No / < 
6at80. If "jfes" , state types of statistics kcpUj^ , , ^ ^ J^^-,-.- ^JL « ^ - 
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How m«ny? 18-19 



pART I Sped a r Equipment dfard 2l). 

' ^ 7-17. all itemn tiitted b^loi) uhioh yotir* facility htta: 

(^Electric Typewriters .(q) Copying 'Equipniej)t Microform Readers 

® Duplicating Equtpment - (D Catalog Card h\xp)ic^or%^ ® Microform Reader-printers - flow many? 20-21 

• : ^©-P^pto0raphic Equipment y © Printing Equi pmerij>-^^ Q Computer Terminals- - - .ylJow manyr^-^i^-^. 22=21 
' CE) Comg^r, or permanent ^,*ecess,to a Computer Other major equipment,^j5j»iJ^ . . — 
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GUIDELINES FO^ INTERVIEWERS 



It is possible to conduct an Inventory of the information facilities of 
a country by mail, I.e.; to send^oLitin^tKS*^^ and to expect to 
receive :tl\em back in due time, properly filledyin, 

Hov^ever, ^e^rietice has shown that this;hiay be a lengthy procedure with 
only pocrr results,* since: • 

' * ' -v. ^ ■ • ' 

maffy peopTr^object^to answer lengthy questionnaires 

* ' it IS hardly posslFle ±o design a questionnaire, which will elicit ' 

automatically accurate and uniform answers 

, - . 

* a busy person who has to fill-in the^UQStipnnaire may postpone again 
and again this time-consuming task, ;So that "follov/-up", efforts may\ 
become excessive- \ / 

* controrof the ti(netabl/e for the completion of the inventory may become 
unrealistic as it will/depend entirely on^the good will of the 
respondent i - - ^ 



the inventory taking a:uthority will have to be content with a YowT 
percentage of answers received / ' 



A good, interviewer, on the other hand, can overcome resistance, elicit 
relatively complete and uniform answers ^ind control the time factor of 
the work progress. What a good interviev^ier should do ^nd should tioK do 
is graphically 'Summarized by A. Daniels and D. Ye%tes(*) in an /'inteK-r 
viewer *s checklist". . ' ^ /T 



do 
plan 

rT\ake appointments 

ask questions at 
the right level 

listen / \ \. 

use local terminology 

accept ideas and hints 

col 1 ect dbcuments and 
forms , 

check the facts 
part' pleasantly 



don 't _ 

be late * 

t)e too formal or too 
casual 

interrupt • ^ 

use' technical * jti^gpn 

confuse opinions with 
facts 

jump to conclusions' 
argue 
criticize 
suggest ^ - 




(*) A. Daniels and D. Yeates. Basic training in systems analysis. 
^ V London, Pi ttman Publ., T9693, p. 27. ' . 
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^ It. could be added, always be. patient and good huriiored, never show superiorv^ 
in knowledge^nd know the questionnaire intimately before, starti'ng an inter- 
view. ^ . 

The questionnaire is actually seTr=MBxp^nait€ry, but soni(^ remarks ipay^ be added 
to clarify part of the questions for greater uniformity of answers. 

The questions referred 'to are identified by card and column numbers. 

A - ADMINISTRATION AND PROFILE OF OPERATIONS • - 

04- 7-30 ^This "services provided" question partly duplicates questions in 

'Part G;.injiPart /V the response should provide general data only^ 
such as Is -.Citable for inclusion in a directory^^type of publica- 
• /tion for information to the general public, whereas the responses 

^ in* Part G Vend t]ii^se,lves to numerical ajnalysis and go into ' * 

' . . great detaiV^b(mit types^pf deference and information services 
^ practiced. 

05- 10-80 "Main 'subjects" shoUld notv be regarded as ah attempted classlfica 

tion scheme, bul. /only as a checklist ;of possible subjects col - 
lectiveJy covered by the facilities of thi country. The list of 
"main subjects'*' ha^ to be carefully studied before starting the 
^ inventory 'and adapted toriocal? conditions^ E«g-> in a particular 

' ' country there may not occur ahy^Hrapical diseases" at all, but 

there may be vvid^preid 'rachitis. /,4f,sb/'rachitis" may be 
: substituted in the\questionnalre for "tropical diseases". 

' Under "specialized su^bjects" onrly really representative col- , ^ 
* lections should be listed, whiclj are ^not adequately described by 
the suggested subject divisions. " E.g. , a collcctic;! un :>oi I 
" . / ' amelioration" would get lost under the genaral headinc.of 

1 therefore v;ould warrant an entry -as "special^ 



^^'agriculture" and therefore v;ould warrant an entry -as "speci 
ized subject". 

B - .THE COULECTION 

07-11-80 The questionnaire is designed to identify Abstracting and 
, Indexing Services by ISSN .(International Serials Standard 
.Number). If this code is nbt conveniently available to the . 
inventory taking organization, a shorter (S-rfigit) number may 
be arbitrarily assigned', exactly/&s it is done for Magnetic 
^ Tape Services on card 08. ^ ^ ^ 



12-8-27 The in-^erviewer may have difficulties in eliciting exact answers 
) questions about- space division,' as in smaller facilities 



PART C - PREMISES 
The in^er 

to questions about- space 

f ' . -)29 - ■ ' 'X^ ' , B - 11 
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. the premises may consist* of one room only, which Kas to serve ^ 
afl purpdses:. working space for staff , users.' area and stocks. 
_ It is suggested that the interviewer evaluater with the. help of 

the interviewee what |iart of . the total spacg 'accommodates the 
staff what part 4s taken up by the stocks ana what by the- 
seating arrangements for the users. . 

• . . . ; • • . _ ' ^ 

PART D - BUDGET ^ ' , * ' 

12- 28-80 Obtai^^g complete and accurate budget information is one 
and most difMcult tasks the interviewer faces.. The reti( 

13- 7-80 interviewees on this topic is well -entrenched if not well- . 

founded; The skillful interviewer Will' communicate the tjyjth 
-ithat this data is essential for accurate analysis of tne^ 
country's information' and documentation resources, that the data 
' is confidential and will not be published,* and that lack 0/ in- 
formation in ►this area will severely diminish the value of all ^ 
other^ data collected, and hamper effective planning .'for the 
development of Information facilities of the country. 

Should the Interviewer be unable to. obtain exact data to these 
questions, is suggested that together with the inter'viewde^ 
he should try at least to evalttttte^the approximate' amounts. °* 




PART E^- PERSONNEL 

14-23-31—* Library technicians, assistant librarians, information tech- 

/ nicians or whatever the Ideal terminology ^r^ay l>e, ire termed « 

fiiare "non-f»r*aduate professionals" . They are staff members who-' • 
graduatgOrom voudliunal non-university library, documentation 
or infoma^i^.sci sh6rter or longer courses 

- ^ in the ebove subjects^ ^ , ^ ^ * ^ 

PART F - TECHNICAL SERVICES • 

'16-V Enter "private methods" for schemes or methods ^elaborated by 

the facility itself . % ^ . « * 

' • ■ - . ' ' /■ ' "i" ■ 

I7-79-8O • To the question "classification systems" - "private method'' is 
' a possible answer under circumstances as above. 

■ ~ .J 

PART G - USER SERVICES • V . ' '. ' 

19-63-66 The conqept of "4ographi«:al regionXof a.)tountry will differ from 
country to* country and has to be/difined beVor'e enfbarkinf on t'he . 
^inventory taking. It can be ajft^dmintstrative con^gpt of ar c^^^^ 
* defined by usage. If there is an appreciabTe nuijjber of regions in 
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' ■■ ■ - ■ . /■ 

' the country the intervifewj^r should p>epar6 a list of them/ in . ^ 
A advance for/easing referelice ^u»^ng the Interview, to el4minate 

'ambiguities, ' ' • ■ ' ' 'r-^' ■ ^ ■ / 

■ , - ■ . * . ^■vV^ ' ■ , ■ ■. ' 

t 19-65-66 'Percentage of users in your,, county except "those in your, own . ^: ^ 

. 7 > - ^ .region. " ^ * ' -^V ... . ^. . 

^ 'H' - Ml^CELLANEpUS ACTIVITKS ' / ' , = 

: 20-7-20'' ' Under "special relationship" can come grants, exchange of inf or- 

■ ' , raation', exchange of services rxoAperlition in delining polipy, %^ 
, . cooperatipn ,ir. specific projects v^^^a^^^^ . " 

' 20-31-40 Meant- Ts membership of tfm^ility, not of individual staff 
" members'. . . 



^'PART r - ■ S^PECIAL EQUIPMENT 



21-7-80 The "Answer is "yes" if the equipment is available at the facility, 
itself , or at the parent brganization, within easy reach of the 
facility (if the parent organi'zation is ii the same premises 
■ ' with the facility and the u§e of the equipment is by right and 
not by suffering). - '. v 
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COqiNG INSTRUCTIONS 



.: Cavd. Qt ^ ' / ' 

I Gql ,1- 4 Arbitrary 4-digit number to i-dentify all data relating to any one 
library. Numbers frora 0001 to 9999 can be assigned by the inter- 
viewing orgamza.tion (hereinafter referred to as "I.O.") as ea.qh 
completed questio/inatre is received. -As an alt'eraative, blocks of 
nuiftbers can be assigned to individual interviewers. THIS .NUMBER 
APPEARS I'N Col 1-4 ON EVERY CARO» ' ' * . ^ ^ • 

Col S- 6 Card number identifying ea<ih card. EVERY CARD-lS PRECODED WITH 
... ITS PROPER NUMBER. 

Col 7-78 Name ot parent organization; abbreviated if necessary to not more • 

than- 72 characters including btanks. 
col 79 Coded with -one digit-froni "1" to*"6". 

. . ' ■■ " ■ • ' 

Col 80 Coded with one letter from "A" to "N!', -Any explanation following 

■ item "Ni' is not coded, -However^ the .1.0. may use the explanation 

■ to determine that .the answer, should prpperly.be coded in "any other 
spepific .category. . 

Card '02 , • , • • ' ' ^ 

Cot. 7-7 V Name of facility, abbreviated if necessary tO" not 'm.dre than 65 

' • '. characters including blanks. , ' . <^ ' ' 

^. .Col 72-77° Coded with up to six digits" from "1" "to "6".' Any explanation 

following answer "6" fs" not coded-but may be used to detemiine ' « 
that the answer should- properly be. coded In-one or-more other-' 
' categories. Sequence of n^umber^ is not significant. ' - 

' Col 78-80 Coded with the last thp^e digits of th^ 4-digit''"year establishfed". 

Col 7-23 'Coded with stlreeL nuniber & name' aricl/or .. post .office box- 'number, 
- 'abbreviated if ^necessay.y to not more thcin 17 character^ -inGludtng- 

^% \ tilanks. ^ ^ ■ : .:" , 

Col 24-35 City (or town), and State, abbreviated if necessary to not more 
" V V v ' than 12 characters.; • " , .' :.,r ' 

.Qol 36-40 Zip code or^simtlar geographical designation. ' • • 
. Col 4^-50 ,10-di||it phone number; incl'iiding. area .code or prefix, <■ , ■ 

Col 51-56 Telex number- available for^ use by facility. ' .. 

NainYand title of peifson*i n-charge, abbreviated, if necefssary to * 
nj^lMore than 21* characters includihg blanks. ° ' ^ 

2d ."C" if facilTty is. a central library with* siibsldiaries, "8" 
Facility is a (subsidiary) .branch library itself, ahd left" • . ■ 
Mk if it ^is; neither. Independent, libraries Without brahclie?- - ■ 
[•subsidiaries) are coded bjahk. , - ;^ • • f v ■ a ^'Vv 

Col 79-80' If col 78 is blank,- col 79-80 :wi 11 also be blank.* -If GO| '78 i^ 
- , coded "C"-or Vb", then col 79-80 v^ill be c^odeld with the humber'' df; 

branches in the system," from "01" to "99". V ; . - '.. i ' 
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'Card 04 ^ / . ■ - 

Col 7*30 Coded with up to 24 letters^of^ thG alphabet in/any sequence, using 
one letter from each "box'* ^cheeked in the "Se/vices Provided" chart. 

Col 31-78 Free-text description of fa^cility's hours of operation using custo- 
mary or: standardized abbreviations for days' of v/eek and times-^of 
day. For example: "Mon-Fri 9 am - 2 pm, f;!Qn & Wed 5 pm - 9 pm". 
Answer must utilize not more than 48 cha)£*acters including blanks/ 

Col 79-80 Coded with digits' indicating number of hours facility Js open per. , 
we6k. /i ^\ 

" " . • * ■ 

Card OS ' » . * . . 

Col 7 Card 0§ may occur up to 9 times, depending on* the quantity of data 
to be encoded. The first card 05 is coded "1" in qol 7, tlie. secflnd 
is coded "*2" in col 7, etc. « ' ♦ * ' 

Col 8 Col 8 contains the total number of card OS's utilized'. It must b^e 
coded with' one digit from "1" to "9"'» Cols 7 & ,8 enable the 
computer to determine how many card OS's were used, whether they ^ 
' ^ are in sequence^ (they must be), and whether any ^are'missing. . 

Col 9-80^ These columns are used in groups of three to record subjebt codes, 
putting not more "chan 24 such cod^s on each card. Iif theory, a 
facilit> could record^ up to 80 different subject codes, requiring 
three and a fra-ction cards for this purpose. Most facil ities^ wil 1 

• require one or two card OS's. The 3-digit codes MU^T be recorded 
in^ascending order. ■ ^ • 

The answer to the question' "Do^s the facility have extensive hold- 
vings...*' v/ill also be coded on card OS, using the columns immoclia- 

* : V tely following the last recorded subject 'field from "Main Subjects"* 
. If. the dnsv/er i.s "No", then- the n§xt three columns will be coded 

^ If the' answer* IS "yes", then tire specified subject areas 

wil> be coded in free text v/ith the special symbol "f" (the 

' . tielimiter symoolj: coded once before eai-is subje^-L o^'od z"^"^ .twice 
^ ; . * ("fi")"^after the last subject area.* For example, the s,pecial . 

library of a 'large insurance company may be coded as fo11^ov/s 

* (beginning with column 9): - 

' r ",0701721801 902S0iactuarial scienceiinsuranceiunderwrl tingii". 

» ** ' ^ ' ' ■ ■ , * ' 

Card 06 , * ' 

Col .7rl2, 22-27^ 37-42 and S2-57. These columns contain the percentage of 
each language contained fh the collection. Leading zeros may be 
blank, so that 8%,\for example, may be coded "08?' or "08". C")4'*^ t 
^iSJ^^^Z^. symbol for blank.)*^ The percentages stated must total 100%/. 

If, the "local language" is identical to ^ne the sej/en specified 
lariguages, then cols 7-8 should be'l eft blank. - - 

Col 13-21,' 28-36 and 43-Sl. 'These polumns may be usedVto specify up to three 
' additional specific languages not pre-pranted on the questionnaire^*^ 
• abbreviated if necessary to not moreVthaYi 9 characters each ^ 

Col;58-80 Coded with digits to indicate th6 numbi^r of book volumes, periodi-'^ 
^ . . cal titles, microform it^ms, manuscripts, and abstracting & index-'^^ 
ing services in the facility's collection. ITEMS LEFT BLAflK V/lLL 
' BE TREATED AS ZERO. - . . a 
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Cavd 07 ' > • ' o 

Col 7- 8. Card 07 may. occur up to 99 times, tiependinfl on the quantity of 
data to be encoded. The first. card 07 is coded "01" in cols 
7 & 8. The second card fs coded "02" in cols 7 & 8, etc. 
Leading zero niay be blank.' . • • 

Col 9?10, Coded wi'th the 2-digit\total number of card 07^ utilized. 

Uading zero way blanks See Instructions for cols 7 & 8 
bf card 03. 

Col ]l-80 These cpls are used in groups .of ten to record the/lSSN of 
abstracting and indexing services, putting not mwre than 7 
such codes 'on a card. Therefore, not mors than 893 services 
can be recorded for any facility. SEQUENCE OF FSSN ,^^U^JRERS;, 
IS NOT RELEV'-NT.'. The T.O. VMill.need a roster of these ferp. ces 
with the ISSN number assigned to each. ' " 

Card 08 - ' 

Co} 7- 8 Coded with 2 digits equal to the number of magnetic /tape 

services i^feceived by the facility. Leadinq zero may be blank. 
IF BOTH COLUMNS ARE ^ANK, ANSWER WIL'L BE tREATED AS ZERO. ' - 

Col 9-38 These co-Is are used in groups, of three to record which services " 
are received, putting not morp than 10 'sudh cod^s in these columns. 
Codes may be recorded in any Order. SEpU^E^S NOT RELEVANT. 
It is suggested that trfie I.O. assign 3-jdiqit or 3-character codes • 
, by subject area , or p/oducing- countrif>''or cost of the service, 
some other relevant xritenra., y • 

Col 39-54 Up to 16 aTjahabetic characters jnay .be cpded to record all .answers 
checked to Che questioh aboy^r "Systematic Collections*". The 
sequence of the'answers^'SWJOt relevant. 

Fre6-text^ answer d^stfribing '''other material". The, text should be 
abbreviated, if-necess^ryli to not more than 2b characters including 
' blanjts. ' ' . ^ 

Card 09 \ ' ' . ' -> " 

./Col 7-10^" See instructions for card 07. ; . . , - ^ 

/ Col 11-80 Trarfe catalogs, patent specifications, engineering dj'Wngs, specie 
' fic'ations, dissertations, maps and reports must be recorded Ifl 
EXACTLY THAT SEQUENCE. All trade, cataloas (if an^) must 'precede al l/ 
/^^ __..\ precede all engineering dravjings^ ^tc. 

same general format r /the del imtter • 
("f" J,"" followed by a one-character' code for th? type' of item (."C" . 
for trade catalogs, "P" for patents, "E" fdr engineerin^d drawings,, 
"§" for speci-fi cations, "T" for th,eses, "M" for maps, and "81' for' 
reports), followed by a 2-character code for country or uniyersity. 
(2 blanks, for engineerinq drawings), fallowed by a .free*te>jt .des-<^ 
cription of ONE subject ?or organization, in the cdse of reports), 
I ' , etc The last entry is followed by two/ delimiters ("if '■'). ^ ,^ 

7 ' . ' The maximum, length for the free- text portion between any two . • 
7, delimiters is 100 characters including blanks. 

Here is an exarnple' (beginning with "column 5) from the same special 
library at a large insurance company (US = United States, UF.= 
Uni\?^rsTty of Florifta): . • 

V) . - 34 
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AlK^ntrtes are coded in the 
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' * / 
090104iCUSUFE INSURANCEICUSHEAltn INSURANCEiCUSGROUP INSURANCEICUSANNUITIESiTUF 
090g04l.!UMAN MORTALITY TRENDSiMUSPOPULATION DEriSITYIRUSSOCIETY OF "ACTUARIESIRUSAS 
090304SN OF INSURANCE COMMISSIONlRSfRUSACTUARIES IN PUEJLIC PRACTICEIRUSINSURANCE 
090404 COMPA.NY ANNUAL' REPORTSiRUSFLORIDA.^SROVITH FUNDii ' " 

/ ' • • . 

Card 10 ' , / - 

Col 7, 8, 9. .Coded "Y" or '^N", . . . / 

Col 10-80 Coded with digits indicating "amount" of new material" or "amount 

yeeded out". Leading zeros may be blank. ANY ITEM LEFT BLANK WILL 
BE TREATED js ZERO. Preferably, items answered- "zero will be coded 
"0". . „ • 

« ' ■ 

Card 11 

Col 7-80 Sam^ as col 10*80 in card TO above\ 
Card n 

■Col -7 Coded "M" for meters, "F" for feet, W "Y" .for yards. 

Col 8-aO Coded w>th digits. Leading zeros -nfiayyije blank. 'ANY. ITEM LEFT BLANK 
.WILL BE TREATED«AS ZERO. Items answered "zero>" should be coded "0". 

Col 31 #32 Coded "Y" or "N".' / / V " ^ \ 

Col 33-37 Coded with up to five letters. Sequence of letters is n^,rele^vant.» 
Any explanation after answer "0" is "not.\:oded but may be" used to 
determine that one or more other answers^ should be coded. 

Col 38-43 Used for the 6-digit date ihdicat-ing . the e^icl of the 12-mdnth period"- 
_ f rom which answers were obtained for all budget gtfestions. The.;«late, 
"is cod^d day-month-year. . Example: June 30, W4 '•would be cpded 
•"300674". . • " . 

44-51 If the facility dpes rtot have a pre-planned budget, .these columns . 
' are 'coded ''1^^^/;^" , If the facility ^oes hevc-a '-i^ls"", these 8 




I. 



digit percentages indicating 
DIGIT ITEM LEFT BLANK WILC ^ 



cojumns are used to record up to four 2- 
" • , the sourcfes of the total budget. ANY 2- 

BE TREATED AS ZERO %. The recorded percentages should total 1 1 
: If any one source provides 100% pf the budget, then. code that source 

H**M^ - Leading zeros may be blafnk^ • 

. Xbl 52-66' gecord "other sourcj^s" (if any), abbreviated if necessary to not »• 
more than 15 characters includirfg blanks. . ' ' » " 

Col 67-74 Coded with up to 8 letters from "A\to "H". SEQUENCE NOT ^LEVANt. 

Col 75-80^ If answer is "no", then code these qolunfinS "N[4^fc5)4^"V If an^^v^r 'is 
" "yes",^ inisart the value of acquisitions obtained in exclian^e for* 
publications in these six columns. 'Leading^ zeros may be blank. 
All amounts and values a/e stated 'in local currency using rounded ^ 
figures.. _ ^ # 
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Cavd 13 . - ^ . 

•Col 7-22, ;25-29, 32-36, 39-43 and 46-60 are coded with figures to indicate 
; . the a'mount of expenses -during the relevant fisc-al year for t1ie \ 

items stated. ^ANY ITEM LEFT BLANK WILL BE TREATED <AS ZERO. - 

^ ' Leading;,;, zeros inay be blanks. • ^ ' 

• • ■ ^ ■ ■ ■ ■ ' 

Col. 23-24, 30-31 i 37-38 and 44-45 are used for 2-digit percentages to show 
. whatj percent of the stated expenditure niust be spent in foreign^ 
currency. 'If any item must be. disbursed 100% in fbre^ign currency, 
: thenp the relevant 2-digit percentage should be coded "**". 

Col 61-63 If the. facility does not have a special foreignVcurrency budget, 
thf!s\item is coded m|i}5". If the atisv^er is "yes", then a 3-char- 
\ • actei^ code 'is used to indicate the currency involvedy' For example 
US dolLafs may be coded- "$US" and German marks may be coded "PM)4". 

Col 64-69 If columns«61-63 are coded°"p}4" their columns 64-69 will be blank. 

V 'Otherwise, record the amount"'of foreign currency budget USING 

\, „. FIGURES FOR THE EQUIVALENT AMOtlNT IN LOCAL CUmna. All amounts 

• ar^e stated in local currency. ^ ^ " . • 

Col. 70j75. Coded with up to 5 one-character codes. SEQUENCE IS NOT RELEVANT.' 

' The r.O. will determine__ which soifrces require pre-detemined codes 
. ». and will allocate the codes. ' ' ' 

Cor 76-80 Coded "N)40^" if the answer is "no" and xoded with digits if the 
answer is "yes". Leading zeros may be blanks. . ; 
.' ' . 7' it • 

Card 14 ^ . /• • * , . 

Col 7-50 Coded with digits indicating th,e appropriate answers. Leading 

.zeros may bd b^lawks. Any item«left blank will be treated as ZERO. 
' ^ ° Be sure that! th^» f ive items.recorded in columns 10-.19 total the 

one item^ recorded in <:olumns 20-22'. Likev/ise, the three items 
' "•• recorded fb (.ol.uiuiio 23-2'8 "should equal the one item vpc^^'dec* in * 
coljifnns 29-31. And, the three items recorded In "columns. 20-22, 
2^31.' anjd 34-36 sVould equal the, one item recorded in columns 7-9.: 

IF. THESE WUIV/CeNCES DO NOT OBTAI^f, THE PROGRAMHJILL RBJECT^THE . 
ITEM REPRESENTING TH.E SqM AND' SUBSTITUTE THE VALUE OBTAINED ;BY 
'ADDING THE AP.PJRPPRIATE ELEMENTS l^HICH, PRODUCE THAT SUM. 

Col 51-70 Up to f ive'4-character entries can jbecoded in- these 201 columns. 

• Each- entry, indicates the, country ( 2^^cR5f%'cter cdde-) ,ix\ which .one 
or more, professionals pbtaine'd their library .educcition'and the. 
" number of ^uc.h professionafis (2-digits).V the country code's 

• . should, be identical to those used .for, data entered on^^cfril 09. 

\ ' I A leading z^o ift the two digit numbers may be blan^ \ . 

Col 71-80^ Up to' ten 1-character codes (letters and/or numbaf^pcan be\enteced 
in these columns 'to represent the foreign lajigtrage capabil itreiof 
the staff. 

Card 15 , . . 

Col 7-78 Coded with 2-digit numbers indicati/Tg th^iVision of the facility' 
staff into 36 categories. For most\facilit^V, some of these 
categories will not have any staff. TJR^taff^j^^ 
• • ^je^^coded ")50". However, « blank items wifr*tre*Ttreated as ZERp. 

Col 79-80 Coded with a 2-digit number. Leading zero may be blank. If item \ 
is entirely blank, it will b? treated as ZERO. 




\ 
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Card 26- 
Col 7,8 



APPENDIX B 



See columns 7 & & on card 05» Up to 9^eard 16' s may be used. 
Col 9-80 First', up to 28 alphabetic codes (*'A" to •'r,*'&"and will 



be 



encoded, based' on tKe answers to questions, in the areas of 
^Acquisitions, Automation, Cataloging, and Cldssificatibn & 
Retrieval Systems". Then, all free-text' items for the "^ame * 
questions will be coded, prefixing each item iyith a delimiter ^ 
{"#") ^ND the single* character which idenl;ifies that answer. 
(The delimiter and identifying character have, been preprinted 
on -the questionnaire.) The last item Encoded should be followed ) 
by a d'ouble-delimiter ("##"). If there ire NO free-text responses 
't;o be encoded, then the la^t of • the alphabetic ^codes should be 
followed by the double-delimiter. ; ' 

Here is\^ hypothetical example (beginning in column 5): 

"leilABIJMNPSTZiDPAYROLLfECURRENT AWARENESS SDIiJAERIAL PHofoSfPCOSATIii". ^ . > 

If necessary, free-text answers are continued onto additional, 
card 16*s, • , 



\ 



Card 17 



Col 
Col 



7.8 



If the. last question on .card T6, "Is any part*of the collection 
classified?", is ariswfered "no", then, card 16.will contain the 
code Biid card 17 will/NOT be required.' ^ 

See columns' 7 & 8 on card 05. Up to 9 card 17 's may be used: 



J9-20, 33-44 and 57-68 are used to record "Jype of Material", abbre- 
viated if necessary to not more than 12 charracters inclining 
blanks. V ■ ' ' " ' ; . / 



Col 21-32,^45-56 ar>d^69-80 are usad to record "Classification System% also 
/ abbrevi^t^'^ if nerp«:<;ary to' not more t'lin 12 characters including 
/ blanks. Up to cnret? types of material and the classification 

system used for §ach* caw be recorded on each card 17. - • , 



Col 7- 9 
Co^l .10-18 

Col 19-80 



Coded with up to 3 letters -from "A" tp "C". , , - 

Kree-taxt.ansT;er 'describing "other materials'^ limited to 9 
characters including blanks. ^ 

•Numeric ansvvey*s* Afiy blank item>iTl be treated as ZERO; 'Leading 
.zeros mayXb^i blanks. Answers properly stated as."z;jBro" should be 
record6d/,a\ '"}<»"; or "^SJi^O". - " \ , 
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Card 19 

CoT 7- 9 Coded "WU" or coded with up td.'3 letters front "A" to "C". 

Col lQ-15 Numeric answer.. \f -Item is blank it will be treated as ZERO. 
, • Leading zeros may be blanks. 

Col 16, 27 and 40. Coded "N" for "no" or "V for "yes". 

"Col 17-^20 Coded with the number of items -prepared during the last fiscal year. 
Leading zeros ma^ be blanks. If itemis blank it will be treated 
as ZCRO. 

4C0I/2I-23 and 24-26. Coded "NJi}4" for "no" or coded with the number of items 

prepared during this last fiscal year. Leading zeros may be blanks. 
«^ ' If item is blank it will be treated 'as .ZERO* ^ 

Col 28-31 and 3^>35l are coded v/ith numbers .indicating the number of users per 
year for manual and automated SDI services, respectively. A blank 
item will be treated as ZERO. Leading zeros may be blanks. <^ 

Col 36-39 Coded as "NJ5{iJ4" or with up to 4 letters from "A" to "D". 

Col 41-56 Free-text. answer, limited to 16 characters including blanks. 

Col 57-6E Number of users during last fiscal year.^ Item must not be blank. 

Col 63-80 Two-digit percentage f.igures. Any blank i'tem will^be treated as 
0%. If any one item is 100%, record it as "*^". 

Card 20 ^ ' . , 

Col 7-20.^ Coded ''nWWfjl>]f>^Wi^\i'' or with frse-tpxt answer limited to 14 
characters.- including blanks. 

Col 21-30 and 31 -'40,^ Same as col umn's^7-20 .above, but: answersi are lim^ited 
to 10 characters each including blanks. y 

Ccl 41j46 Coded witii up to 6 letters from the. group "A - Q". Sequence of 
, - ' . letters is uuu relevant. \ \ \ 

Col- 47-66 Free-text answer limited to 20 characters-^including blanks. 

Col 67 Coded "N" for "no" or-")6" for "y^s". ^^^^^--^^ 

Col 68-80 Ff'ee-text answer limitdd to 13 characters including blanks. 

CDl 7-17 Coded with up to 11 letters from the group "A" to "L". 

Col .18-23 Two-digit answers. Blank items will be treated as ZERO. Leading ^ 
i: ' ' * zero may be blank. 

Col 24-80 Free-t^xt answer limited to"" 57 characters including blanks. 
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APPENDIX C 



TABLE I - STATISTICAL SUMMARY OF SURVEY DATA ^ 
. (exampLe of first stage^iuufut) 



/ 



Ownership 


Number ^ 


Expenditure 
(in local 


■ A r 

Library holdinss 


\ Man"" 




\of faci- 


Books 




power 






'lities. 


.currency) 

Ik 


Stock 


Added 
last year 


Periodicals 
current 


• 


t * 


Government 


20 


4,300,000 


150,000 


10,000 




60 




Local 

Government ' 




-1,000,000 


32,000 


2,500 


/ 750 


• 8 




Tri hii h OG * 
XnSuXt-UUcs : « 

of Higher 
Learning 




■ 

16,000,000 


1,800,000 


42,000 








Independent 

Research 

Institutes 


5 


3,p00\000 


'200,iM)0 


i. 

8,000 


2,000 


18 




Museums 
Banlcs 


2 , 
1 


iUO yUUU 
50.000 


10,000 


, 400 
300 


, 200 

'■ Tloo 


2 
2 




Industry 


: 3 ^ 


' 100*, 000 


'•, 18,000 


.3,000 


.750 






Commerce 


3 ' 


/ 150,000 


15,000 


1,200" 


'eoo 


3 




Professional 
Societies and 
Associations 


1 


100,000 


/ 100,000 


2,600^ 


700 


4 




Total 


50 

0 


, 25,000,000 


2,500,000 


70 -,000, 


17,500 


40ff 

V. 


\ 

o 



TABLE II. - STATISTICAL^MARY OF EXPENDITURE FOR THE YEAR 19" 
' . Cexample of fix-ct st'age output) , , 



Type of 
expenditure 



Total expenditure 



Atquisitlohp 

,f ■ - 

■ Books > 

Periodicals' 

Other types, 
of material 

Outside services ' 



Manpower 

Professionals 
on all levels 

Supporting staff 



^Local 
currency 



25,000,000 



12,500,000 
8, 000", 000 
3,500,000 

I . 500% 000 
500,0QQ 



8,000,000 

6,000,000 
2,000,000 



Maintenance of 
premises and 



ERJC equipment 



•'4,500,0dO 



100% 



50%*. 

64%° 

28%®, 



4%'- 
4%^ 



32% 



7 

75% 
25% 



16%*'* 
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* of total *6xpefiditure 

0 ot totdl 'expenditure 
for acquisition's 

df total manpower 



c - i 
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TABLE III - STATISTICAL SUMMARY Of MAHPOraR 
( example of first stage output) - . 



Type of. 
staff > 


. Total 
numbers 


% of . 
total 


All staff employed 


400 


*100 


University- trained 
in all disciplines 


100 


25 


T5 


University-trained 
in librarlanshtp^or 
information science 


40 


3 

1 

10 


f ■ 


Non-universit^ trained 
in librarianship or 
xni-ormauion scienG^ip 




37.5 




Supporting staff 
(clerks, reprographers, 
binders, etc.) 


/ 156, 


3.7.5 




All (excepts supporting) 
staff to be retired 
by 1980 


■ 

JLOO r"^" 

1 ■ J ' 


^0 





0 
Hi 

TABLE IV - STATISTICAL .StJMMARY OF UNIVERSlTY-nRAINED l-IANPOWER 
"bYo DISCIPLINE "ANR lifUMBER OF FACILITIES TO BE SERVED 
(example\of seaond stage output) ' 



Type of 
training 


Number 
of st;^ff 


1 % of • 
total 


^Number of 
facilities 
Jto be served 


All disciplines 


100 


100 


50 


Humanities 




43 


10 


Social sciences 


30 


30 




Exact sciences 
and engineering 


2 


, 2 


• 

7 


MedlCiniB and 
life sciences 


^ 6 


6 


12 


i 

Earth sciences 


1 


1 


2 


Agriculture* 


3 


3 


4 


Librarianship or 
intormation 
science only 


15 


15 


1 

50 



SUGGESTED FORMAT OF ENTRIES IN A DIRECTORY OF 
SPECIAL LIBRARIES AND INFOKl-IATlON CENTERS 



APPEHPIX D 



0 ■ V* . . . • . . ... 

_ 89. MDIISTRY OF POSTS. ENGINEERING SERVICES^ENTRALX^SCHTIICAL LIBRARY. 
©^ -y—Plre^lo 621^ 7, FOB 81, 85 Summer St. , Phon^057-B£24., Telex 057-341. 

Head of Library: Mr. John Doe. \. Founded 1963. 



0> 



Hours: Honday to Friday 08. 00-16. 00 ,-SaturdaiM)8. 00-13 .00 *Serves: 
employees of the Ministry; 'general public ^ usVof reading room 
^Subjects: el^ectritdi engineering; electronics ;\management 
**Holdings: A, 000 books; 350 current periodicalsiXstandards for tele- 
communication equipment; collection df UPO and ITIK reports; collec- 
tion of trade catralogs of telecommunication equipment. 



9 



- • — t \ 

126. PAINT AKD VARMISH COMPANY^ PIGl^ENT. DIVISION LIBRARY. \ 
^ Tantalla 61087^ POB 159, ^4 Spring St. , Phone 031-7634. \ 

Head of I^ibrary: Mrs. Joan Doe. * * - Founaed 1971, 

Hours: Monday to Friday 08.30-14.30, Saturday 08-30-14.00 ^Serves: 
employees and customers of the company ^Subjects: i:hemistr>V* 
chemical engineering' *Hol4itigs : 2 ,500 books, 80 current peripdi- 
^ cals; English, German and French patents; 180 raols of microfilms; 
company reports. 



Legend ^ 



Running number of entry. 
Parent organization 
Name of facility 
Town 
Zip "code 



fhe entries are arrctfiged In straight alphabetieal, order or by geographical 
areas of the country in the individual ccr^a, in alphabetical order of entry. 



» 
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. • < M>FENDIX S 

\ ■ . - 



Kt^lC imEi OF ABSTRACTING AND INDEXING SERVICES'!' 
REOEIVED IN THE COUNTRY. (Sample dxcerpt) ■ 



' CODE d 

Geographical Abstracts Sec. B BIOGEGGRAFHY, Climatplogy and 

'CartographyS, /. ' '. QOA? 

* • BIOLOGICAL A^p AGRICULTURAL INDEX • • 002S 

International A-bstract^s of' BIOLOGICAL SCIENCES ; 0001 

' " ■ ■■ 'r. 0X23 

BUIIJ)ING science/ Abstracts * 0351 




Excerpta Medica CANCER " ' OQ67 

\ ^. Excerp^ta; Medica CARDIOVASCULAR DISEASES and \ 

- ^ " ^ Cardiovascular Surgery * ' . 009l 

Excerpta Medicav Cardiovascular ' , • ' ' . / ; 

^ ^ ' Diseases and CARDIOVASCULAR SURGERY ^ 0102 

; jGeographical Abstracts Sec, 3/ 

Biogeography, Climatology and c CARTOQRAPIff • ' v 0047 

CHEMICAL ABSTRACTS 0001 

' . 0029 

^ 02m 

Geographical Abstracts Sec. u, v 

Biogeography CLIMATOLOGY and Cartography 0047 



GEOGRAPHICAL Abstracts Sec. A, . 

\ Geomorphology - 0083: 

' i GEOGRAPHICAL Abstracts Sec. B, 
Biogeograpny, Climatology and 

' Cartography ' ' ^ 0047 

. V -rrrr— GEOGRAPHICAL Abstracts Sec. C, 

' ' Economic Geography 0047 
Geographical Abstracts Sec. C, 

. ^ Economic GEOGRAPHY . ; 0047 

. - - ■ . - ■ ■ ".^ ■ .. * ■ ■■0083 

. Geog;raphical Abstracts Sec. A" GEOMO^Pile^OGY ^ ' 0047 

Excerpta Medica, Gerontology arid GERIATRICS 0091 

Excerpta Medica GERONTOLO^ 009^1 
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NOTE: THXS 13, A PRISE^ G0N3™CTSD RECORB ! ' 



Data Base of WorWs Abstracting and Indexing Services 
(FID/NFSAIS Project-) ' - 



QUESTIQNNAIRe/INPUI SHEET 

for^'rld Inventory df Ab^-^racting and ^ 
IndexW Services (*X ^ 000 TITLE ELEMENTS 



, . ' APPEHDIX P 

i. . \ ^ , 




001 Recora number ^ 

000 

^^^^ ' • * 


002 Sequence number ' 


005 Source codt -» 


006 LC Call number 

aH304 53? u 



010 Complete title (in original bnguag)E^- Roman alphabet) 



015 Abbreviated title 



025 



-Subti^Mi 



(in original language-Roman alphabet) 



030 ASTM ^ . 



635 SSN _ J ^ ^ 



040 English translation of complete title (010) (unless meaning is apparent or service welljcnown under 'original title) 




• • . ■ X . " . __ X 


OSO Journal section (full title jh o^i^feqial language^ Roman alphabet) 

• * ■ V 












055 Jdurnal section (abbreviated title) . , 


090 TITLE NOTES 


\ 





100 PUBLISHER ELEMENTS 



It 10 Issuing organization (full name, in original language- Roman alphabet) 



I 



4 15 'Abbreviation (if .Commonly used) 



125 COMntry code 



130 rlHiblishcr (full name in original language- Roman alphabet) ^ « 

6.'o Sciences iia^ori^a-iiCin 

llfa^Edttor^s naqie 



120 Full mailing address (in original language -Roman alphabet) 



\35 Abbreviation (if commonly used) 



140 Full mailing address of the publisher (in original languaM j. ^ I " I rf/J I /i^ 



145 Country code 

PAU 



* further reference see : "World Inventory of Abstracting and Indexing^^S^ices 

' ioint FID/KPAIS Project*^ paper submitted by Stella Keenan to PID Congre^f Budapest, 
^ 1972. ^ • ° - - . . ' - . / . 

ERIC " : ' ' 



APPSIIDIX P 



■j^O Source for orders iT olhur Ihun ptiblishci^if M)urcc\s issuing orgunizution (110) mukc reference here) " 




55 Abbrevjationjif commonly used) 



cyiatio nlif coa 

G PO 



1 65\Country code 



60 l ull maillnauddress . '\ r . ^ / 

'\A)a:bh<1^c^iovx', ^ C. 2^4^^^ USA 



190 PUBtlSHER NOTES 









200 HISTORY ELEMENTS 


ft 


201 Beginning year 


202 Ending year 
* 


205 lntcrrUplion(s)'begmning year plus month 


206 interrtiption(sV ending year plus month 


209 Publication notes 








0 ^ r. 

' ■ I ; 


*2 1 0 Predecessor (itle(s) 




i 


■ ^ \ ' 


1 


*220 Separate language title(s) 


















250 HISTORY NOTES - 












300 FREQUENCY ELEMENTS 





310 Frequency Statement 
» 



340 FREQUENCY NOTES 



350 PRICE ELEMENTS 



370 Priccln couhtry of publication 
(in dotnestic £\irrency) 

ig^X S BOO. CO 



380 Price in XJS dollars 
r 



I9_ 



19^' ^ ^, 0^. do 



37S Price outside country of publication ^ 
(in domestic currency) \ 



19_ 
19_ 
I9_ 



3^0 PRICE NOTES 



3^0 Continuation 



Tag 



;onttouation \ 1/ 7 l J. \/ j > 



' liiilu])e element!!, see RIgl'ERENCE SHEET 
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mm 



m. 



mm 



.APPEKDIX ?• 
400 CONTENTS^ELEMENTS 




41 0 Number of items published in 

1973 A ^(^f^^iEsU 1974 . (Esl.) 



Abstracts^ 
R = References 



B « Both 
U = Unknown 



430 Cumulative total numbcyr of 
items since start up 
to December j 932 



4S0 Total number of journals 
scanned ^^^^ 



Number of other publications 
scanned Of number unJj<:nown, 
indicate oniy Y = Yes) 



435 Average number of words 
per abstract 



45 i Number of journals scanned *^ 
(domestic) 2 ^ ^<:7(;; 



440 Time lag between publication in primary and secondary source 

nii:^ni:hs: : . 



460 Books,- mono- 
graphs y/ 



461 Reports 



455 Number of journals scanned (foreign) 

4^4 Disserta- 



470 Other (specify) 



475 Ordtr for arranging the items in the service y ■ , , 



490 CONTENT NOTES 




500 INDEX ELEMENTS 



510 Author index 



thor inde: 

y 



5 1 5 Subject index 

y ' 



5 1 1 Author ind^x frequency 



516 Subject iiidex frequency 



520 Order for arranging the subject >index 

C£>mpu ten ' loenn u -tea fo^tf ^^^''^< /nat< 



512 Cumulative editions of author index-frequency 

,Qi^ in u. Ct L 



517 Cumulative editions of subject index -frequency 



525 List of periodicals (if yes, frequency statement) 



530 Other indexes (if yes, type and frequency statement) . , j n^j , /^C i^tY /'z . //i^ 

CRCSS B^c^s^rjSUn^A^iC each issue , cunHUc<rea. ^ cin^^i,,^^LCij. 



535 Conditionsofavailability of indexes (e.g. price, form) . y.. / , ^ Cr yAc-^-r>t\ri1^t*^^ 

!XN5fEs — . , - ' ^ — — — ^ '^ca. CO — — — 



1 545 INDEX I 



5601 Language of service 




550 LANGUAGE ELI 



v562 Language code 



565 language bUndex (if different froni la^^guage of service" i(^60) 



5^7 Language code 



590 LANGUAGE NOTES 



5^2, ^ec. €au^u€f^ ccife 
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65a MEDIA ELEMENTS 



journal V/^ ' 



660 Primed 
cards 



665 Punched cardi 
lilncl. edge- ^ 
notched cards') 



670 Mdchine^read* 
ame 



675 Microfomii (fiche, 
cafds) ^ 
specify 



6S0 Other (specify) 



«9G MEDIA NOTES 



700 complem'entary service elements 





Y = Yes 


r-^ r ■ ■ »-W 

• • • •» , , 
Oescription of serVice 

' ■ '■: ■ . . ■■>: ■ 


' ' hfce indication : 


710 Reprogruphiq services ° . 


y 






711 Trunslution services 
• 






■ ' ,'■ ■> 

■ r- •*. ■ 


712 Loan services 




*'\ . . . ■ _ , * 

' ■ — .- * ** ■ . ■ ' ■ 

• • i 


■ « • . 


713 Special .searches ' / . • 


— : H 

y 




HYiiyiihium &^af^c 


. 714 Speciaf bibltqgraphies 


ft 




0 


715 .Selective Dissemination of 
InCormation (SDI) ^ 


y.- 


- Aier^i ki^i Search Seri/Vc^e 


per pro-fUiL 


730 Published thesaurus 


> • * 






735 Other services (specify) 

f\ ■ . ♦ 
. ' . v>> 


y 


■ i ^ 


' . • ■ 1 


*750 SERVICE NOTES ^ ^ . ' 

« • . '3' « ^ ^ 



W SUBJECT ELEMENTS 



SIO UDC number(s) 

i^^^ — ^ ^ ^ 


S30 Keyword<s) 

Co g L^ 






':fefi?Contimiallon \. t «■ 

■. # • * 


r * 


-or , . • 

*• 

s 

* • 



Updated by 



late 



Updated by 
Updated by 



date 
date 



erIc. 
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Keypunched by , 
Checked by * 



date 
date . 
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